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INTRODUCTION 


Corel® WordPerfect® 
Suite 8 User’s Guide 


Welcome to Corel® WordPerfect® Suite 8. This user’s guide contains 
information, tips and insights, and instruction from some of the most 
knowledgeable Corel WordPerfect Suite people in the industry. 


What is the Purpose of This Manual? 


This is a basic software user’s guide for doing tasks with Corel 
WordPerfect Suite. While this user’s guide is not comprehensive, we 
are going to give you information on the basic skills necessary to make 
the software work, and then we are going to show you examples of 
some of the most popular tasks that people do with our products. 
These are the basics everyone needs to know or wants to do. 


When you are ready to move on, you should be able to find more 
advanced or specialized Corel WordPerfect Suite pieces. For example, 
the Reference Center that ships with the suite contains the on-line 
user’s guide for each application. And there are a number of third- 
party manuals for Corel WordPerfect Suite available at your local 
computer store or bookstore. You can also find examples of specific 
tasks for Corel WordPerfect Suite applications in various computer 
magazines. And do not forget Corel Web Site for the latest Corel 
WordPerfect Suite information via the Internet. There is no end to 
what you can do with Corel WordPerfect Suite—which is why we 
decided to go with the basics. 


If you are an experienced user, you can use this guide as a memory aid 
or a refresher course. If you are new to word-processing, spreadsheets, 

or business presentations, then you can use this guide as a foundation 

for working with general-purpose applications. However you choose to 
use this guide, we are going to help you get your work done with Corel 
WordPerfect Suite. 
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What Does This Manual Include? 


This user’s guide documents three of the four major Corel WordPerfect 
Suite 8 applications: Corel® WordPerfect® 8, Corel® Quattro Pro® 8, 
and Corel® Presentations™8 (for information on Corel CENTRAL®, 
look up CorelCENTRAL in Help). There is also a section on the 
shared applications (Spell Check, Grammatik®, and Thesaurus), and 
on the Corel Internet applications (Corel® Barista™, and Corel® 
Web.Data). Depending on your suite package, there are additional 
Corel applications and bonus applications included. You will find 
information on these products in the Reference Center on your Corel 


WordPerfect Suite 8 CD-ROM. 


How Do | Use This Manual? 
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If you are new to Corel WordPerfect Suite, start with an application 
you want to know more about, for example, Corel WordPerfect, and 
begin with a getting-started chapter like “Creating a Document from 
Scratch.” Then go to basic word-processing chapters like “Editing a 
Document,” and “Formatting a Document.” From there, explore more 
advanced chapters like “Adding Tables to a Document,” or “Building 
Internet Documents.” Once you are familiar with the basics, go to the 
Examples section for ideas on creating a letter or a report. 


If you are a more experienced user, start with the first chapter in an 
application section to see what is new. Or, take a look in the Table of 
Contents to see which sections apply to your daily tasks. If you are like 
most experienced users, you know what you want to do—so head to 
the Index and get ready to go to work. 
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CHAPTER | 


Corel® WordPerfect® 
Suite 8 


Corel® WordPerfect® Suite 8 adds an updated, more intuitive user 
interface to a classic product. The new context-sensitive Property Bar, 
updated toolbars, and streamlined dialog boxes provide a highly tuned 
and intuitive working environment. 


What Is New in Corel WordPerfect Suite 8? 


Corel WordPerfect Suite 8 provides better integration of the 
applications, better performance, a smaller size, everything you need to 
get the job done, and even more Internet support. 


Integration 

To further integrate the main applications in the suite, a new 
consistent menu structure, common Property Bars, standard toolbar 
icons, and a suite-wide Scrapbook™ for Clipart have been added. 
Performance 


All areas of the suite have been optimized for greater speed: for 
example, improved file open, save, and redraw speeds in all 
applications; quicker calculations in Corel® Quattro® Pro 8, and more 
rapid slide show transitions in Corel® Presentations™ 8. 

Size 

Corel WordPerfect Suite 8 has combined a number of application files 
to reduce the overall “footprint” of the suite. 


PerfectExpert 


New to the suite? You can get up to speed quickly with the new 
PerfectExpert—a task-oriented information system that can offer ideas 
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for letters, reports, and papers, while keeping borders and Clipart 
handy. If you are more experienced, the PerfectExpert offers additional 
suggestions and help in completing everyday tasks. 


Application Bar 


The powerful new Application Bar lets you switch between documents, 
drag and drop data, and easily work with multiple documents. 


Property Bar 


This innovative and powerful context-sensitive bar changes, depending 
on the task you are doing. For example, when you click in a table in 


Corel WordPerfect, the Table Property Bar is displayed. 
Streamlined Interface Controls 


¢ Streamlined Toolbars. New commands and new toolbars have 
been added. A new clean, flat look to the icons has been added 
to enhance the toolbars. 


¢ Streamlined Menus and Dialog Boxes. Related functions have 
been more intuitively grouped, and lesser-used functions moved 
to more appropriate places. 


Improved Internet Support 


The Corel WordPerfect Suite has always been a leader in Internet 
support. In version 8, all the applications have been enhanced with 
even better Internet features. For example, Corel WordPerfect 8 now 
includes HTML form support and enhanced HTML tables support; 
Corel Quattro Pro 8 provides an Internet expert and automatic update 
of links; and Corel Presentations 8 lets you publish your slide show and 
notes to the World Wide Web using either HTML format or Corel® 


Barista™. 


Intel MMX™ Support 


Corel WordPerfect Suite 8 is the first suite to incorporate Intel 
MMX™ support. This gives you faster transitions for Corel 
Presentations 8 and speeds up drawing in Corel WordPerfect 8. 


Sharing Information Between Suite Applications 


One of the benefits of a suite of applications is the ability to share 
information. For example, you can create a spreadsheet in Corel 
Quattro Pro to track your company’s monthly sales results, and then 
publish those results in a Corel WordPerfect memo. You can copy 
information between applications, merge information between 
applications, and link information between products with Windows 


95™ Object Linking and Embedding (OLE) . 
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Copying Information Between Applications 


When you cut or copy an object, it is stored on the Windows 
Clipboard. You can then paste the object in that same document or in 
another Windows application. You can copy a chart from Corel 
Quattro Pro or a drawing from Corel Presentations into Corel 


WordPerfect. For more information, look up Cut, Copy, or Paste in 
Help. 


Linking and Embedding Objects Between Applications 


Linking an object means that a representation of the copied object 
appears in the client application, but the object continues to reside in 
the source application. If you change the object in one application, the 
linked object is updated in the other application. For more 
information, look up link in Help. 


Embedding an object means that a “snapshot” image of the object is 
copied into the client application. You can edit the embedded object 
by double-clicking it. Unlike a linked object, however, an embedded 
object is not updated in the source application when you make 
changes. For more information, look up embed in Help. 


Merging Information Between Applications 


When you are merging in Corel WordPerfect you use a form document 
and a data source. You can use a spreadsheet in Corel Quattro Pro or 
a database in Corel® Paradox® as a data source. For more information, 
look up merge in Help. 


From Here... 


A What else | Look in a manual 


PerfectExpert 
Property Bar 
Application Bar 
Internet Support 


Intel MMX™ 
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CHAPTER 2 


Getting More Information 
and Assistance 


You may find that you need more information than is provided by the 
Corel WordPerfect Suite 8 manual. There are several excellent sources 
for additional information and assistance. 


Using Help 


Double-click a book to 


The first place you should look when you have a question is the Help 
system. 


1 Click Help > Help Topics. 


: Find information with the 
12) Showcase Corel WordPertect 


view the books and pages 
init 


Double-click a page to read 
the Help topic for that task 


Index and Find tabs 
SEE 
2) What is New? | 


[2] Where Did it Go? 

2 Upgrading from a Previous Version of WordPerfect 
g Inthe Docurnent Window 
@ About Creating Documents 
@ About Adding Drawings 
@ About Tables 

¢ About Using Corel WordPertect on a Network 
© About Core! WordPertect and the Intemet 

@ About Leaming Corel WordPerfect 


Use the sample documents 
in the Examples section to 
search for and locate 
information visually 


@ How Dol..? 

@ Troubleshooting 

¢ Merge 

@ Macros 

@ Corel WordPerfect SGML 
¢ View Manuals 
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Ask the PerfectExpert 


Context-Sensitive Help 


Corel WordPerfect Suite 8 includes several forms of context-sensitive 
Help—help that gives you information about the part of the 
application you are working in, available right where you are. 


QuickTips. If you do not understand something on the screen, 
put your mouse pointer over the command or button or so on, 
and a brief description of that function appears. 


QuickTips in Dialog Boxes. Click on the dialog box title 
bar, then click an option in the dialog box to display a QuickTip 
for that option. Or right-click the option. 


Overview Topics. You will find Help buttons in most dialog 
boxes. These buttons open overview Help topics describing 
dialog box options. From there, you can jump to how-to topics 
to get steps on performing common tasks. 


Help in the Document Window. You can also open context- 
sensitive Help topics by pressing F1, both in dialog boxes and on 
pull-down menus, or click Shift+F1, then click a menu option, 
button, or other interface element to open the corresponding 
Help topic. 


When you are working on a project and need help, you do not want to 
stop working and go hunt for information. Ask the PerfectExpert to 
look for the information for you. 


1 Click Help > Ask the PerfectExpert. 
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WordPerfectHelp 


2 Type in a word, phrase, or sentence. 


The PerfectExpert displays the Help information available for that 
topic. 


Go To the PerfectExpert 


The PerfectExpert includes the best features of QuickTasks™, 
templates, and Coaches™, combined with information from online 
Help and the power of a natural language interface to assist you with 
everyday tasks. 


1 Click Help > PerfectExpert. 
2 Select from the PerfectExpert options. 


Read the Reference Center Manuals 


You can find a complete manual for every suite product on your 
Applications CD. 


1 Insert your Applications disc into the CD-ROM drive, then click 
Reference Center. 


2 If your CD is already in the drive or if you are running the suite from 
the network, click Start on the Windows taskbar, then click Corel 
WordPerfect Suite 8 » Setup and Notes » Reference Center. 
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Order the Printed Manuals 


You can order the printed manuals for Corel WordPerfect, Corel 
Quattro Pro, Corel Presentations, and so on. For more information, 
click the Contents tab in Help, then click Corel Support Services » 
Product Support in North America. 


Visit Corel Web Site on the Internet 


Corel keeps a wide array of news and information, including tips and 
tricks, product manuals, and white papers, on the Internet. If you have 
access to the Internet, you can jump to Corel Web Site. 


1 Click Help > Corel Web Site. 

2 To select an Internet service, click Configure. 
3 Click Connect to go to Corel Web Site. 

The product-specific web site is displayed. 


Tips 


* Click the service and support link for Technical Support 


information. 


From Here... 


. What else Look in a manual Look in Help 


PerfectExpert 


Technical Support 
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CHAPTER 3 


: Installing Corel® 
= WordPerfect® Suite 8 


This section helps you to do the following: 


Install Corel WordPerfect Suite 8 on your computer 
Answer common questions about installing 
Reinstall or add components after installing 
Remove applications from your computer 
Troubleshoot installation problems 


Before You Install 


The following tips can help you prepare for installation. 


Tips 
¢ Make sure your computer meets the System Requirements 
printed on the box (disk space, memory, and so on). 


Make sure your computer is using a Windows 95™-compatible 
CD-ROM driver. Contact the manufacturer of your CD-ROM 


drive if you need an updated driver program. 


Read the Release Notes. They may contain installation tips 
that were not available at press time. Double-click the file 
Relco8en.hlp (or a similar name) on the Corel WordPerfect 
Suite 8 CD. 


Installing the Applications 


The Corel WordPerfect Suite 8 Setup program installs all of the main 
applications and components that come with the suite. The steps are 
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If a setup window 
opens when you 

insert the CD, click 
the button for suite 
setup 


the same whether you are installing the suite for the first time or 
upgrading from an earlier version. 


1 Insert the Corel WordPerfect Suite 8 applications disc into your CD- 
ROM drive. 


2 Click Start on the Windows taskbar, click Settings » Control 
Panel, double-click Add/Remove Programs, click Install » Next > 
Finish. 


3 Follow the instructions on the screen. Click Help if you need more 
information. 


Registering While You Install 


While the Setup program is running, take time to fill out the proof of 
purchase card and return it to Corel. That way you will receive 
important information about future upgrades, technical support, and 
other special offers from Corel. 


If you are upgrading from a previous version of the suite or Corel 
WordPerfect, your serial number is found on your original proof of 
purchase. Enter the number from your original Certificate of License 
when prompted during installation. After installation, you can view or 
edit the serial number by clicking Help » About Corel WordPerfect, 
Corel Quattro Pro, or Corel Presentations. 


Your serial number is proof that you own a legal copy of the suite. You 
will need the number when you call Technical Support, and it will be 
required if you upgrade to a new version of the suite or order 
replacement discs. 


If you have questions about registration, you can call Customer 
Registration. 


Questions and Answers about Installing 


The following list answers some common questions about installation. 


Can | install just one application? 


Yes. In the Installation Type dialog box, select Typical. Then in the 
Select Components dialog box, select only the application you want to 
install, plus Corel Solutions, Optional Shared Components, and 
Required Shared Components. 
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Do | need to delete earlier versions of the suite or individual 
applications before | install? 


No, if you have the disk space to install two versions. The Setup 
program for Corel WordPerfect Suite 8 will not replace the existing 
copy of Corel WordPerfect Suite 7, Corel Office Professional 7, or any 
earlier version of the applications in these suites. Existing documents, 
graphics, and macros will not be copied over. Various “editions” of the 
suite will copy over each other if the version number is the same; for 
example, Corel WordPerfect Suite 8 Professional will copy over Corel 
WordPerfect Suite 8. 


Which installation type should | choose? 


The Typical installation is the recommended installation type for most 
users. You choose which applications to install, and it installs all of 
their commonly used components. 


Select Compact installation if you have little free disk space and 
require only the minimum components. For example, Compact 
installation is often used for laptop computers. 


Consider Run from CD-ROM installation if you need full 
functionality, but slower-than-normal performance is acceptable. You 


need a fast CD-ROM drive. 


Select Custom installation if you need to install specialized 
components that are not included in the Typical or Compact 
installation types. Use Custom Installation Settings to base your 
installation on a Typical or Compact installation or to add components 
after you first install. Custom installation displays a prompt if you 
choose not to install required files. 


What should | do if! get a prompt telling me that | do not have 
enough room to install all the files? 


Exit the Setup program and delete unnecessary files from your hard 
disk to make more disk space available. You can also select Custom, 
Compact, or Run from CD-ROM installation. Several files, such as the 
Clipart and sound driver files, are not required to run the applications. 
Use Custom installation to add these files later. 


How can | conserve disk space? 


Select Compact installation, or do not install all of the applications 
and accessories that come with the suite. You can also select Custom 
installation and install only the required program files for each 
application, plus any other files you want. 
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| did a Compact installation. Why do Spell Check, Thesaurus, or 
Grammatik® not run? 


A Compact installation will install only the files necessary to run the 
suite. If you want to install writing tools such as Spell Check, 
Thesaurus, or Grammatik, run the Setup program again, select Custom 
installation, then install the files you want. 

| accidentally deleted some files. Can | reinstall only one product or 
only part of a product? 


Yes. See “Reinstalling or Adding Components” below. 


Can | reinstall a specific file? 


If you need a specific file, you can copy it from the CD, where all the 
decompressed Corel WordPerfect Suite 8 files are located. Or you can 
reinstall an entire product or component. Setup will install any missing 
files and skip any files that are already installed. 


If | install a mail system after installing the suite, do | need to run 
the suite Setup program again? . 


No. Corel WordPerfect Suite 8 detects your mail system when you 
start one of the programs, not when you install, so the order in which 
you install the programs does not matter. 


Reinstalling or Adding Components 


You can easily reinstall components or add new ones using the Custom 
installation type. For example, after using a Typical installation of the 
suite for a while, you may discover that you need additional Import File 
Filters in Corel Presentations, the Data Maps in Corel Quattro Pro, or 
the detailed Macro Help in Corel WordPerfect. 


1 Click Start on the Windows® taskbar, click Corel WordPerfect 
Suite 8 » Setup and Notes » Corel WordPerfect Suite 8 Setup, 
then click Next to move through the Setup windows. 


2 Choose Custom at the Installation Type window. 


3 Click Reset at the Custom Installation window, then click Deselect 
All > OK. 


4 Select the application that contains the component you want to 
install, then click the Components button. 


Repeat this step, if necessary, until you find the component you want 
to install. 


5 Click the check box next to the component you want to install. 
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Repeat steps 4 and 5 as necessary until you have selected all the 
components you want to install. 


6 Click OK or Next to continue the installation. 


Removing Applications 


From Here... 


You can easily remove an application or the entire suite. 


1 Click Start on the Windows taskbar, then click Settings » Control 


Panel. 


2 Double-click Add/Remove Programs, select Corel Business 
Applications, then click Add/Remove. 


3 Follow the instructions on the screen. Click Help if you need more 


information. 


Stand-alone 
installation and 
troubleshooting 
information 


Network 


installation and 
administration 


Corel WordPerfect 
Suite Applications — 
Manager’s Guide. — 
(The guide is 

shipped on the Corel | 
WordPerfect Suite 8 
CD-ROM in an 
Envoy 7 file format. © 
The filename is 
ApMan8en.evy.) 
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CHAPTER 4 


Corel® WordPerfect® 8 


Welcome to Corel WordPerfect 8. From small, timesaving touches to 
revolutionary new ways of processing documents, Corel WordPerfect 8 
helps you get your work done faster, with less effort. 


What Is New in Version 8? 


Corel WordPerfect 8 has been enhanced with the addition of several 
key new features. 


Shadow Cursor 


With Corel WordPerfect Shadow Cursor you can type anywhere in the 
white space of your document and you can quickly insert a graphics 
box into a document. 


Property Bar 


The Property Bar gives you a quick and easy way to access the tools 
you need to complete a task, depending on the context of your work. 
For example, when you are working on a table, the Property Bar 
displays table tools. When you select a graphic, the Property Bar 
changes to graphics tools. For more information, see “Property Bar,” p. 


30. 
PerfectExpert 


The new PerfectExpert includes the best features of QuickTasks, 
templates, and Coaches, combined with information from Help, and 
the power of a natural language interface to assist you with everyday 
tasks. Choose what you want to do and the PerfectExpert will give you 
as much or as little help as you need—whether it is going step-by-step 
through an entire project, or discovering a quicker way to do a task; 
with the PerfectExpert you are in control. 
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HTML Forms Support 


With the addition of HTML forms support, Corel WordPerfect 
continues to lead the industry in publishing to the Internet. Using the 
Internet Publisher, you can add form fields to your web document. 
These fields include radio buttons, check boxes, selection lists, and 
text boxes, making the gathering of information easier than ever. For 
more information, see “Adding a Form to a Web Document,” p. 178. 


QuickLinks 


Corel WordPerfect pioneered the ability to link text to documents and 
bookmarks with the Hypertext feature. Corel WordPerfect 7 added the 
ability to link to a Uniform Resource Locator (URL) on the Internet. 
Corel WordPerfect 8 continues to improve this capability with the 
QuickLinks feature. When you enter text that begins with “www,” 
“ftp,” “http,” or “mailto,” QuickLinks automatically converts it to an 
Internet link. You can even modify QuickLinks to convert the link to 
more meaningful terms. For example, when you type “www.corel.com,” 
QuickLinks will replace the text with “Corel” and link it to the Corel 
home page. For more information, see “Creating Internet Links in a 
Document with QuickLinks,” p. 171, or look up QuickLinks in Help. 


Drawing Layer * 


The new Drawing Layer lets you draw graphics objects directly on top 
of text, group graphics objects, and set the order of graphics objects. 
Create lines and shapes with arrowheads, polygons, circles, and more. 
Add color, gradient fills, and patterns to give extra polish to your 
documents. For more information, see “Creating Shapes,” p. 152, 
“Editing Shapes,” p. 152, and “Other Ways of Editing Graphics Lines 
and Shapes, ” p. 155, or look up shapes or arrows or order of shapes 
in Help. 


Table Enhancements 


Tables have always been a hallmark of Corel WordPerfect. Now, you 
can size rows dynamically within a table and quickly join or split cells 
with a single click and drag. Formatting is even easier using 
QuickFormat for tables. Simply select the table cell that contains the 
formatting you like, choose QuickFormat, and paint the format on the 
cell you want to modify. For more information, see “Adding Tables to a 
Document,” p. 115. 


Grammar-As-You-Go 


Corel WordPerfect 7 added Spell-As-You-Go, a timesaving feature 
that lets you correct spelling errors as you type. Corel WordPerfect 8 
adds Grammar-As-You-Go, another timesaving feature that lets you 
recognize and fix common grammar problems as you type. Phrases like 
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“they is home” are marked in the document as incorrect. Right-click 
the marked phrase and choose from a list of possible suggestions, or 
ignore the marked phrase and move on. For more information, see 


“Spell-As-You-Go, Grammar-As-You-Go, and QuickCorrect,” p. 42. 


Whatever Happened To... 


With every new version of Corel WordPerfect certain items are added, 
others are renam :d, still others are found in a new location. Some of 
the items that were renamed or moved are listed in the table below. 


Version 7 Version 8 

Table menu located on the menu Table menu located on the Table 

bar Property Bar 

Graphics menu located on the Graphics menu located on the 

menu bar Graphics Property Bar 

Outline Bullets @ Numbering 

QuickSpots Property Bars 

Undelete on the Edit menu Not on any menu. You can use 
Gate snicZ. 

Preferences on the Edit menu Settings on the Tools menu 

Abbreviations Quick Words 


Customizing Corel® WordPerfect® 8 for Your Work 


You can customize Corel WordPerfect 8 to suit your working 
environment. 


Menu Bar Editor 


The Menu Bar Editor lets you move, delete, and add features to all the 
pull-down menus on the menu bar. When you use the Menu Bar 
Editor, you can create a pull-down menu or customize any of the pull- 
down menus on the menu bar. 


Creating or Editing a Menu Layout 


1 Click Tools > Settings, double-click Customize, then click Menus. 


2 Click Create, then type a name for your menu bar, or select the 
menu bar layout to edit, then click Edit. You cannot edit the 
predefined menu bars. 


3 To add features, click Features, select a feature category, select the 
feature you want, then click Add menu item. 


4 To add keystrokes, click Keystrokes, type the keystroke you want 
the menu item to play, then click Add Keystrokes 
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5 To add programs, click Programs, click Add Program, then select 
the file that runs the program. 


6 Toadd macros, click Add Template Macro or Add Macro, type the 
name of the macro or select the macro you want the menu item to 
play, then click Select. For more information, see “Putting Macros 
to Work,” p. 163. 


7 Repeat step 3-6 until you have added menu items for all the features, 
keystrokes, programs, and macros you want. 


You cannot add the same menu item twice. 


¢ Move a feature from one menu to another by dragging it. 
Delete an item from a menu by dragging it off the menu. 


¢ Add a cascading menu by dragging the Menu icon to the menu 
where you want it. Add a dividing line to a menu by dragging 
the Separator icon to the menu where you want it. 


* To reset the menu to the default settings, press 
Ctrl+ Alt+Shift+ Backspace. 


Toolbar Editor 


Use the Toolbar Editor to create and edit toolbars and to edit Property 
Bars. 


Creating or Editing Toolbars 


1 Click Tools > Settings, double-click Customize, then click 
Toolbars. 


To create a toolbar, Click Create, then type a name for the toolbar. 


To edit a toolbar, select a toolbar in the Available toolbars list, then 
click Edit. 


4 To add features, click Features, select a feature category, select the 
feature you want, then click Add menu item. 


5 To add keystrokes, click Keystrokes, type the keystroke you want 
the menu item to play, then click Add Keystrokes. 


6 To add programs, click Programs, click Add Program, then select 
the file that runs the program. 


7 Yo add macros, click Add Template Macro or Add Macro, type the 
name of the macro or select the macro you want the menu item to 


play, then click Select. For more information, see “Putting Macros 
to Work,” p. 163. 
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(lick and drag the 


8 Repeat step 3-6 until you have added menu items for all the features, 
keystrokes, programs, and macros you want. 


9 Add separators to group similar buttons together by clicking the 
Separator icon located on any tab of the Toolbar Editor, then 
dragging the separator to a location on the toolbar. 


Separator icon 


Right-click the 
Property Bar, then 
click Edit 


10 Move a button to a new location on the toolbar by dragging it to 
where you want it. 


11 Delete a button from the toolbar by dragging it off the toolbar. 


12 Move a separator to a different location on the toolbar by dragging 
the separator to where you want it. 


13 When you have finished creating your toolbar, click OK 


14 Select the toolbar, then click Select » Close to use it in your 
document. 


Editing the Property Bar 


You can edit the Property Bar to include a set of Power Buttons for 
common word processing tasks, or you can add buttons for any other 
Corel WordPerfect features. 


1 Click Tools > Settings, double-click Customize, then click 
Property Bars. 


2 Select Power Buttons or another feature category from the Feature 
Categories drop-down list, select a feature in the Features list box, 


then click Add Button. 


3 To add keystrokes, click Keystrokes, type the keystroke you want 
the menu item to play, then click Add Keystrokes. 


4 To add programs, click Programs, click Add Program, then select 
the file that runs the program. 


5 To add macros, click Add Template Macro or Add Macro, type the 
name of the macro or select the macro you want the menu item to 
play, then click Select. For more information, see “Putting Macros 


to Work,” p. 163. 


6 Repeat step 3-6 until you have added Property Bar items for all the 
features, keystrokes, programs, and macros you want. 
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Move a button on the Property Bar by dragging it to a new location. 


Delete a button from the Property Bar by dragging it off the Property 
Bar. 


9 Move a separator onto the Property Bar by dragging it to the place 
where you want it. 


Tips 


¢ You can add features to the Property Bar by dragging items 
from the Features list to the Property Bar, or by double- 


clicking the items in the Features list. 


* You can add features to a toolbar by dragging items from the 
Property Bar to a toolbar. 


Editing the Application Bar 
1 Click Tools > Settings, then double-click Application Bar. 


2 Follow the instructions on the Application Bar Settings dialog box. 


Hiding the Corel WordPerfect Bars 


Use Hide Bars to hide all elements in the Corel WordPerfect window 
except for the information in your document. 


1 Click View » Hide Bars. 
2 To show the Corel WordPerfect bars again, press Escape. 


Tips 


¢ While the bars are hidden, you can access menus by clicking at 


the top of the screen (where the pointer cannot move any 


higher). 
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From Here... 


Change Ruler 
| display settings 


Set toolbar and 
Property Bar 
appearance 
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CHAPTER 5 


Property Bar, Toolbars, 
Application Bar, and 
Guidelines 


Toolbar 
Property Bar 
| 
a Rightmargin guideline 
Application Bar 


Corel WordPerfect 8 has a number of helpful, task-oriented tools. The 
Property Bar and the toolbars give you immediate access to features 
that are commonly found on dialog boxes. The Application Bar lets 
you more easily work with multiple documents. Guidelines display 
formatting elements, such as margins and table lines, using colored, 
dotted lines to represent their position on a page. 
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Property Bar 


The Property Bar gives you a quick and easy way to access the tools 
you need to complete a task, depending on the context of your work. 
For example, when you are working on a table, the Property Bar 
displays table tools. When you select a graphic, the Property Bar 
changes to graphics tools. 


Using the Property Bar 
1 Click a button on the Property Bar. 


Toolbars 


Use the toolbars for quick access to frequently used features, programs, 
macros, and other toolbars. The toolbar is much less dynamic than the 
Property Bar. Generally, if you want a different toolbar, you need to 
select it. However, you can display multiple toolbars. The Property Bar 
changes on its own, depending upon the work you are doing. The 
toolbar and the Property Bar work in tandem to give you the optimum 
choice of features. 


(lick this button to open a 
file 


WordPerfect 8 toolbar Faas | 
(lick this button to insert a bullet list 


You can select a predefined toolbar that is included in Corel 
WordPerfect, or you can create your own toolbars. 


Tips 


* You can create as many custom toolbars as you want. 


¢ You can have as many as nine toolbars displayed at one time. 


Using a Toolbar 


1 Click a button on the toolbar. 
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Application Bar 


You must use a mouse to select buttons on the toolbar. You cannot use 


the keyboard. 
Selecting and Deselecting a Toolbar 


1 Right-click the toolbar, then select the toolbar you want. 


2 To select additional toolbars, right-click the toolbar and select 
another toolbar. 


3 To deselect a toolbar, right-click the toolbar and deselect the toolbar 
you want. 


Displaying and Hiding a Toolbar 
1 Click View > Toolbars, then select or deselect the toolbar you want. 


2 To display more than one toolbar, select any additional toolbars you 
want. 


The Application Bar is new in Corel WordPerfect 8, replacing the 
status bar. Incorporating the features of the status bar, the 
Application Bar adds the capability to work more easily with multiple 
documents. 


Use the Application Bar to quickly switch between documents by 
clicking on a button, or drag and drop data between documents with a 
few clicks of the mouse. When you use the Application Bar in 
conjunction with the Windows 95 Task Bar, you can easily drag data 
between Corel WordPerfect Suite applications. 


Chapter 5 Property Bar, Toolbars, Application Bar, and Guidelines 31 


WS 


‘EXIMII Spectaculi Errare 1 


ea Erant in quadam civitate rex et regina 


Hitres mumero filias forma conspicuas babuere, sed maiores quidem natu, quamvis 
gratissima specie, idonee tamen celebrari posse laudibus humanis credebantur, at vero puellae 
juni oris tam praecipua, tam praeclara pulchritudo nec exprimi ac ne sufficienter quidem laudari 
sermons humani penuria poteral. Multi demique civium el advenae copiosi, quos eximii 
spectaculi rumor studiosa celebritate congregabat, inaccessae formonsitatis edmirabone stupidi et 
admoventes oribus suis dexteram primore digito in erectum pollicem residente ut ipsam prorsus 
deam venerem venerabantur religiosis adorationibus, 

lamque prowmas civitates et attiguas regiones fama pervaseral deam, quam caerulum 
profundum pelagi peperit et ros spumantium fluctuum educavil, iam numinis sui passim tibuta 
‘venia in me diis conversari populi coetibus, vel certe rursum novo caelestium stillarum germine 
‘non maria sed terras venerem aliam virginali flore praeditam pullulasse. Sic immensum procedit 


{in dies opinio, sic insulas iam proxumas et terrae plusculum provinciasque plurimas fama 


Click here to go to : porrecta pervagatur. Iam multi mortalium longis itineribus atque altissimis maris meatibus od 

MARCUS. WPD Ll re are cin ne co sain ps ek op : 
ey CC ine 2c 
Application Bar with three documents open 


The Application Bar provides you with page, line, and position 
information; adds the ability to turn on or off the Shadow Cursor, 
Typeover, and All Caps; and helps:you print a document. 


Tips 


¢ You can add, delete, move, and change the font size of items 


on the Application Bar. Click Tools > Settings, double-click 
Application Bar, then select the items you want to change. 


Switching Between Documents 


1 Click a document button. 


Moving Data Between Documents 
1 Select the data you want to move. 
Right-click, then click x 


Click a document button. 


Click on the document where you want to move the information. 
Right-click, then click (& 


mn FS Ww PP 
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Tips 


* You can select the data you want to move, drag it over a 


document button, wait a moment for the new document 
window to open, then click where you want to move the 
information. 


Moving Data Between Corel WordPerfect Suite 8 Applications 
1 Select the data you want to move. 

2 Right-click, then click (J or 2). 

3 Click a Corel application button on the Windows 95 Task Bar. 
4 

5 


Click where you want to move the information. 


Right-click, then click [I . 


Using the Shadow Cursor from the Application Bar 


The Shadow Cursor tells you exactly where the insertion point will go 
when you click the mouse. 


1 Click lil. 


2 Click anywhere on a document to begin typing. 


Using All Caps from the Application Bar 


Using All Caps is like hitting the Caps Lock key on your keyboard. It 
capitalizes all letters. 


2 Type the text. 
3 Click to turn off All Caps. 


H to turn on All Caps. 


Printing from the Application Bar 
1 Click @@] > Print. 


For more information on printing, see “Printing,” p. 44, or look up 
Print in Help. 


Using Typeover from the Application Bar 


Use Typeover to type over existing text without first deleting it. 
Typeover works in most places where you can type text, such as 
headers, footnotes, and graphics text boxes. For more information, 
look up Typeover in Hel 

Le TEEN ye 
1 Click Ae 


to turn on Typeover. 


2 Type the new text. 
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+ to turn off Typeover. 


Tips 


¢ Ifyou accidentally type over something you do not want to 


delete, click Lz 


The button you click to turn on or off Typeover is actually the 
General Status button. It displays the current status of items, 
such as paragraphs, tables, and lists. Click it, and it displays 
the appropriate dialog box. 


Using Go To from the Application Bar 


Use Go To to quickly move the insertion point to a location in your 
document. If text is selected, or if the insertion point is in a column or 
table, the Go To options change. For more information, look up Go 
To in Help. 


1 Click sia 
Click Edit » Go To “ 

>» You can move to... 
A position you select in the list | Click Position 
The top of a page you specify Click Page number 
A bookmark you select from the Click Bookmark 
drop-down list 
The top of the table you select — Click Table 
from the drop-down list 
A cell or range of cells in a table Click Cell/Range 

Guidelines 


Guidelines show the margins or measurements of elements in a 
document, such as page margins, tables, columns, headers, and footers. 
Guidelines appear as dotted lines. Guidelines display but do not print 
in the document. 
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Top-margin guideline 


Guideline pointer to move 
the guidelines 


Right-margin guideline 


You can change the structure of the document by dragging a guideline 
to a new position. This is the quickest way to change margins, size 
tables or columns, or place headers and footers on the page. 


Displaying Guidelines 
1 Click View >» Guidelines. 


2 Select the type of guidelines you want. 


Using Guidelines 


1 Select the text where you want to change side margins. Or, if you 
are changing margins for the whole document, move the insertion 
point to the top of the document. 


2 Drag the dotted margin guidelines in the document window to 
increase or decrease top, bottom, or side margins. 


>» You canalso... 


Drag the table guidelines to Drag fe 
change the column width 

Drag the column margin Drag fe 
guidelines to increase or 

decrease the width of columns 

Drag the distance guidelines to Drag a 
adjust the distance below a 

header or above a footer 
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Tips 


¢ Ifthe margin guidelines do not display, click View > 


Guidelines » Margins. 


From Here... 


What else 


Move a toolbar on 
the screen 


Copy a toolbar 
Delete a toolbar 


Delete buttons on a 
toolbar 


Change Application 
Bar settings 


_User’s Guide: Using 


Look in a manual Look in Help 


Carl WordPerfect 8 
User’s Guide: Using 
the Toolbar 


Corel WordPerfect 8 
User’s Guide: Using 
the Toolbar 
Corel WordPerfect 8 
the Toolbar 
Corel WordPerfect 8 


User’s Guide: Using 
the Toolbar 


Corel WordPerfect 8 
User’s Guide: Using 
the Toolbar 
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CHAPTER 6 


Creating a Document 
from Scratch 


You can easily create a document from scratch in Corel 

WordPerfect. First, open a new document, insert and modify the text, 
then check spelling and grammar, save the document, and, finally, 
print it. 


Erant in quadam civilate rex et regina. 


Hi tres numero filias forma conspicuas habvere, sed maiores quidem natu, quamvis gratissima 


specie, idonee tamen celebrari posse luudibus hurnanis credebantur, al vero puellac iuni oris tam 
preecipua, tam praeclara pulchrindo nec exprimni ac ne sulficienter quidem laudari sermonis 
hurmani peouris poterat. Multi denique civium et advense copiox, quox eximii spectaculi rumor 
studioss celebritate congregabat, inscocssac formonsitatis sdiaratione stupidi et admoventes 
oribus suis dexteram primore digito in erectum pollicem residente ut ipsam prorsus deam venerem 
veocrabantur religiosis sdorationibus 

lamque proximas civitates et attiguas regiones fara pervaserat deam, quam caerulum 
profundum pelagi peperit et ros spumantiumn fuctaum educavit, ian numinis sui passim tributa 
vvenia in me das conversari populi coetibus, vel carte rursum novo caclestium stillarum germine 
on maria sed terras venerem aliam virginali lore praeditam pullulasse. Sic immensum procedit in 
dics opinio, sic msulas lam proxumas et terrae plusculum provincissque phurimas fara porrecta 
pervagatur. [am multi mortalium Jongis itineribus atque altissimis maris meatibus ad saecul 
specimen gloriosum oonflucbant papbon nemo, enidon nemo wc ne ipsa quidem cythera nd 
conspectum dese veneris navigahant; sacra practercuntur, lerrpla deformantur, pulvinaria 
proteruntur, cecrimonise negleguntur; incoronate simulacra ot arse vithuae frigido cinere Ibedst ne 

Puellae supplicatur et in humanis vultibus dese tantse numina placantur, et i matutino 
progressu virginis vicimis et epulis veneris absentis nomen propitiatur, iamque per plateas 
commeantem populi frequenter Horibus sertis et solutis adprecantur 

Hacc honorum caelestium ad puellae mortals cultum inmodica translatfo verse veneria 


vebcmenter inceadit animos et mpatiens indignationis capite quassant fremens altius sic secum 


Inserting, Selecting, Moving, and Deleting Text 


The things you do most often in Corel WordPerfect are insert text, 
select text, and move or delete text. 
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Inserting Text 
You can easily insert text by typing in any open document. 
1 Click LEU. 


2 Tocreate a new document, begin typing. 


Tips 


¢ The PerfectExpert includes many predefined documents called 
projects that let you take full advantage of various features in 
creating professional documents. You can use the 
PerfectExpert to create new documents. See “Getting More 
Information and Assistance,” p. 10. 


Selecting Text 


You need to select text before you can easily move or delete it. 
1 Drag across the text you want to select. 
2 Release the mouse button. ~~ 


The text you selected is now highlighted. 


>» You can also use QuickSelect ... 
To select a word Double-click the word 
To select a sentence Triple-click the sentence or 
click the left margin 
To select a paragraph Quadruple-click the paragraph 
or double-click the left margin 


* Click outside the selection to cancel it. 


¢ To change a single word, just click it to place the insertion 
point in the word, and apply any changes, such as bold or 
italic. 


Moving Text 
To move text or to move a copy of the text, use Drag and Drop. 


1 Select the text you want to move. 
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Right-click, click 
Delete 


Shadow Cursor 


2 Click the selected text, drag to move the insertion point to where 
you want to move or copy the text, then release the mouse button. 


3 To move the text to the insertion point location, release the mouse 
button. 


Deleting Text 
After you have selected text, you can delete it. 


] Select the text you want to delete. 
2 Press Delete. 


Tips 


e Ifyou want to completely remove text, use Delete. If you want 


to remove the text but put it into a new place, use Drag and 
Drop. See “Moving Text” above. 


With Corel WordPerfect’s Shadow Cursor you can type anywhere in 
the white space of your document. You can easily turn on or off the 
Shadow Cursor. 

Typing in a Document’s White Space 

1 To turn on the Shadow Cursor, click View » Shadow Cursor. 


2 Drag your mouse pointer anywhere on the document. The Shadow 
Cursor snaps to the nearest tab stop. 


Chick: 
Start to type. 
5 To turn off the Shadow Cursor, click View >» Shadow Cursor. 


Tips 


¢ The Shadow Cursor changes to indicate the tab stop (left, 
hard centered on margin, or hard flush right). 


¢ You can quickly insert a graphics box into a document using 
the Shadow Cursor. For more information, see “Inserting a 


Graphics Box Using the Shadow Cursor,” p. 140. 
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Date and Time 


Since most people use a word processor to write correspondence or 
memos, including a date, or a date and time in your document is very 
important You can insert the current date and time in a format you 
specify. Selecting a date and time format with Automatic Update 
selected inserts the date and time and updates them each time you 
open, insert, or print the document. Selecting a date and time format 
without Automatic Update selected inserts the date and time but does 
not update them. 


Inserting the Date 

1 Click where you want to insert the date. 

2 Click Insert » Date/Time. 

3 Select a date and time format from the Date/Time formats list. 
4 


If you want to automatically update the date and time format, select 
Automatic Update. 


Tips 


¢ To display the date and time on every page, insert the date 
and time in a header or footer. 


Changing the Date Format 
1 Click Insert » Date/Time » New Format. 
2 Select a format or create your own. 


The new format applies to all dates inserted with Date Code from that 
point forward. 
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Undo and Redo 


You can undo changes made to text, graphics, or tables by using Undo. 
You can use Redo to reverse the last Undo action. 


Reversing Your Last Editing Action 


1 Click Edit » Undo. 
Click (2 
Reversing Your Last Undo Action 
Lee 1 Click Edit > Redo. 
Clk 


Tips 


¢ Some actions, such as scrolling or saving a document, are not 


affected by Undo. 


Open, Save, and Close Documents 


Documents you save are stored as files on a hard disk, floppy disk, or 
network drive. When you want to edit a saved document, you need to 
open the file into a document window. The file then becomes active in 
your computer’s memory so that you can edit it. However, the changes 
you make are not recorded on disk until you save the file again. Use 
Open to retrieve a document into a new document window, Save to 
save the current document, and Close to close the current document. 


Opening a Document File 
1 Click File » Open. 
Click 2 Specify the file you want to open in the Name text box. 


Tips 


¢ You can also double-click a filename in the file list to open the 


file. 
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Saving a File 
To save the current document, 


1 Click File > Save. 


Closing the Current Document 
1 Click File > Close. 


If you have not changed the document since you last saved it, the 
document closes. If you have changed the document, you are 
prompted to save your work. 


2 To overwrite the previous version and close the document, click 


Yes. 


3 To continue closing without saving the document, click No. 


Spell-As-You-Go, Grammar-As-You-Go, Prompt-As-You-Go, and QuickCorrect 


Reviewing the structure of a document is an important final step before 
you print or distribute it. Corel WordPerfect has a number of tools that 
check the structure of a document: Spell-As-You-Go flags possibly 
misspelled words; Grammar-As-You-Go proofreads your document; 
Prompt-As-You-Go displays synonyms for words; QuickCorrect 
replaces common spelling errors and mistyped words, or expands 
abbreviations. For example, “hte” is replaced with “the,” and “pim” is 
changed to “personal information manager.” 


Using Spell-As-You-Go 


Spell-As-You-Go is turned on automatically when you start Corel 
WordPerfect. Misspelled words are marked with short red lines under 
the letters. 


1 To correct misspelled words, right-click the marked word and select 
the correct spelling. 


2 To turn off Spell-As-You-Go, click Tools » Proofread » Off. 


Alternative word choices are also displayed in a text box on the 
Property Bar. If the word is misspelled, select the correctly spelled word 
from the list. 
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* As you type, the words that are not included in any of the 


Corel WordPerfect dictionaries are marked. 


* If you frequently use the word, click Add to add it to the 
Corel WordPerfect dictionaries. 


Using Grammar-As-You-Go 


Grammar-As-You-Go is turned on automatically when you start Corel 
WordPerfect. Incorrect words or phrases are marked with short blue 
lines under the letters. When you turn on Gammar-As-You-Go, Spell- 
As-You-Go is turned on as well. 


1 To correct an error, right-click the marked word or phrase and select 
a suggested replacement. 


If none of the suggested replacements are appropriate, you can open 
the grammar checker or edit the text manually. 


2 To open the grammar checker, right-click the marked text and 
select Grammatik. 


3 To edit text manually, select the marked word or phrase and type 
the new text. 


4 To turn off Grammar-As-You-Go, click Tools » Proofread > Off. 


Using Prompt-As-You-Go 


Prompt-As-You-Go automatically displays alternative word choices in 
a box on the Property Bar. Prompt-As-You-Go also displays possible 
replacement words for misspelled words. 


1 To replace a word with a synonym, select an alternate word from the 
list box. 


2 To correct a misspelled word, select the correctly spelled word from 
the list. 


3 To turn off Prompt-As-You-Go, right-click the Property Bar, click 
Edit, then deselect Prompt-As-You-Go. 
Using QuickCorrect 


Certain QuickCorrect options are turned on automatically when you 
start Corel WordPerfect. You can turn QuickCorrect options on or 


off. 
1 Click Tools » QuickCorrect. 


2 To turn off QuickCorrect spelling and abbreviations, deselect 
Replace words as you type. 
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Defining QuickCorrect Words 


Corel WordPerfect provides a list of some commonly misspelled, 
mistyped, or abbreviated words. You can add your own words for 
QuickCorrect to replace. 


1 Click Tools » QuickCorrect. 

2 Type the misspelled word in the Replace text box. 

3 Type the correctly spelled word in the With text box. 
4 Click Add Entry. 


Tips 


¢ For certain misspelled words, there is only one possible correct 


spelling. Corel WordPerfect automatically makes those 
corrections for you. 


Printing 


To print the documents you create in Corel WordPerfect, you must 
have selected a printer and specified the port you are using. This was 
probably done when your copy of Windows 95 was installed. If this is 
the case you are ready to print. 


Printing a Document 


You can print the full current document, the current page only, 
specific pages, selected text, or even a document that has been saved 
on disk. 


1 Click File > Print. 


2 Make sure that the printer you want to use is displayed under 
Current printer. If it is not, select the printer you want to use. 


3 Select Full Document to print the entire document. 


You can also print... 


The page where the insertion Select Current Page 
point is located 


The range of pages specified in Select Multiple Pages 
the Page range text boxes 


The selected text in a document Select Selected Text 


4 Specify any other printing options you would like. 
5 Click Print. 
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From Here... 


Move text using 
Cut, Copy, and 
Paste 


Use Undo/Redo 
History 


Save a file using 


Save As 


Close a document 
using Exit 


Spell-check a 


document 


Turn on or off 
other QuickCorrect 
options 


Select a printer 


Canceling or 
pausing a print job 
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Highlighting Text 


CHAPTER 7 


Editing a Document 


Very few people can create a document without editing it, and Corel 
WordPerfect makes editing a document easy and efficient. Highlight 
the text you want to modify. Cut, copy, and paste words or phrases 
you want to reuse or move. Use Find and Replace to make document- 
wide changes to text. Check spelling and grammar; and find alternate 
word choices with Spell Check, Grammatik, and Thesaurus. 


Highlight puts a transparent colored bar over selected text. Use 
highlighting to mark text you want to review, correct, or modify. If 
your printer supports color printing, you can print highlight colors. 
Highlighting Text 

To turn on Highlight and mark text with the highlight pen, 


1 Click Wa. 


2 Click where you want to begin highlighting and drag to where you 
want it to end. 


3 Repeat step 2 as needed. When done, click ZA} to turn off 


highlighting. 


4 To highlight selected text, select the text, then click #* 


Tips 


* You can also turn Highlight on or off by right-clicking, then 
clicking Highlight. 
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Removing Highlighting 

To remove all highlighting, 

1 Select all the text containing highlighted text. 
2 Click Tools >» Highlight » Remove. 


» You can also remove the... 

Current section of highlighting | Click anywhere in a highlighted 
section, then click the Highlight 
button on the toolbar 

Highlighting from selected text Select the text, then click the 

within a highlighted section Highlight button on the toolbar 


Using Cut, Copy, and Paste 
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Use Cut with Paste to move selected information, or use Copy with 
Paste to copy selected information. 

Cutting and Copying Information 

1 Select the text or graphics you want to cut or copy. 


2 To cut the information and copy it to the Windows Clipboard, click 
Edit >» Cut. 


3 To copy the information to the Windows Clipboard, click Edit » 
Copy. 


You can now paste the information. It will remain on the Windows 


Clipboard until you cut or copy something else, or until you exit 
Windows. 


Tips 


° If you have selected text (not graphics), you can also right- 
click in the document window, then click Cut or Copy. 


Pasting Information 


Once you have cut or copied information, you can paste it anywhere in 
the current document, in another document, or in another application. 


1 Click where you want to paste the information. 


Any selected information in your document will be replaced with the 
Windows Clipboard contents when you click Paste. 


2 Click Edit » Paste. 
Because information remains on the Windows Clipboard until you cut 


or copy another selection (or until you exit Windows), you can paste 
the same selection into many different locations. 


Using Find and Replace 


Main menu bar 


You can use Find and Replace to search for words, phrases, or codes in 
your document, or to search for and replace these items. 


Finding a Word, Phrase, or Code 
1 Click where you want the search to begin. 
2 Click Edit > Find and Replace. 


Albo lapillo 
Notare Diem 


Nosce te ipsum. 


Fece quam bonum et quam jucundum 

Abitare Iratras in unum. Sicut unquente in capilum quod discendil in barbam. Ubi/ 
Solitudinem faciunt pacem appellant ab imo pectore ovo usque ad mala abyssus 
abyssum invocal a capile, No teneas aurum totum quod splendel ut aurum 


Redime te caplum quam queas minimo, caleem accessil Acheruntis pabulum 
Hoe est vivere bis vita posse pore frui, acta ext fabula. Coelum non animum 
mutant qui trans mare currunt ad arbitaum 


Vultus est index animi 

‘Ad asla per aspera, voluplales commendal ranor usus ad calendas graecas. Tu 
ne cede malis sed contra audentior ito ad caplandum vulgus. Scuto bonae 
‘voluntalis (uae coronasti nos ad eundem gradum. Repente dives nemo factus 
‘esi bonus el memento, homo, quia pulvis 4s et in pulverem reverlis. Homo 
Aoclus in se semper divilas habel ad gustum. Horas non mumero nisi serenas et 


odie mihi, oras tibi | 


Find and Replace Text 
dialog box 


3 To find a word or phrase, type the text you want to find in the Find 


text box. 


4 To find any code, click Match » Codes, select the code, then click 


Insert & Close. 


5 To find a specific code, click Type » Specific Codes, select the 


code, click OK, then enter a specific value in the Find text box. 


6 Select any other options you want to use. 
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7 Click Find Next to find the next occurrence of the word, phrase, or 
code, or click Find Prev to find the previous occurrence. 


You can use any of the main menus while this dialog box is 
open. 


If you select text before opening the dialog box, the selection 
appears in the Find text box. 


Replacing Text 
1 Click Edit > Find and Replace. 


2 To find and replace text, type the text you want to find in the Find 
text box, click the Replace with text box, then type the 
replacement text. 


If you want to delete the text you are searching for, leave the word 
<Nothing> in the Replace with text box, or delete the entire contents 
of the Replace with text box. 


3 Select any other options you want to use. 


4 Click Find Next, Find Prev, Replace, or Replace All. For an 
explanation of these options, see the table in “Replacing Specific 
Codes” later in this section. 


Tips 


¢ You can also click the arrow button to the right of the Find 
text box, then select text you have searched for previously. Or 
click the arrow button to the right of the Replace with text 
box, then select replacement text you have used previously. 


Replacing Codes 
1 Click Edit > Find and Replace. 


2 To find a code, click Match » Codes, select the code, then click 
Insert. 


3 Click the Replace with text box, select the replacement code, then 
click Insert & Close. 


4 Select any other options you want to use. 


5 Click Find Next, Find Prev, Replace, or Replace All. For an 


explanation of these options, see the table in “Replacing Specific 
Codes” below. 


Replacing Specific Codes 
1 Click Edit » Find and Replace. 


2 To find and replace a specific code, click Type > Specific Codes, 
select the specific code, click OK, then enter a specific value in the 
Find text box. 


3 Click in the Replace with text box, then enter a specific value, or 
click Replace with Nothing. 


4 Select any other options you want to use. 


5 To find the first occurrence of the search text after the insertion 
point, click Find Next. 


» You canalso... 


Find the first occurrence of the Click Find Prev 
search text before the insertion 

point 

Replace the first occurrence of | Click Replace 
the search text 


Replace every occurrence of the Click Replace All 
search text found from the 

insertion point to the beginning 

or end of the document 


Using Spell Check, Grammatik®, and Thesaurus 


Correct spelling, sound grammar, and a varied and interesting word 
selection are hallmarks of quality writing. Use Spell Check to correct 
misspelled words, duplicate words, and irregular capitalization in 
documents, parts of documents, and text entry boxes. Use Grammatik 
to proofread your document, and Thesaurus to find synonyms, 
antonyms, and other related words. 
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Spell-Checking a Document 
1 Click Tools > Spell Check. 


Voluntalis (uae coronasii nos ad eundem gradum. Repente dives nemo lactus 
st bonus el memento, homo, quia pulvis es el In pulverem revertis. Homo 
doclus in se semper divilas habel ad gusium. Horas non mumero nisi serenas et 
hodie mihi, cras tibj 


Altissimo quaque flumina minimo sono labi, Magister artis ingenlique largitor 
Venter et non ignara mali, misans succurrere disco, Passimum genus inimicorum 
jaudantes ad hoc. Si post facta venit glona non propero, si quans peninsulam 
amosnam cltcumspiae sine praeludicio 


‘A fronte pragcipitium 

‘A targo lupi et albo lapilio notare diem. Aual viam inveniam aul faciam bonum 
Vinum laetifical cor hominis. Carpe diem, quam minimum credula postero el 
cavenat consules ne quid detriment respublica capial, Curae leves Joquuntur 
ingentes stupent, De asini umbra disceplare at forliler in re, suaviter in modo 
doran en haec olim meminisse juvabil. Gaudeamus igitor juvenas dum sumus, 


Hoe opus, hic labor est et hoc est vivere bis, vila posse priore Irui. In pace, ul 
sapalens, aplant idonea bello, insanus omnis lurere credit celeros. Ecce quam 


bonum et quam jucundum abilare {ralres in Unum. Sicut inquénte in capitum 
quod discendil in barbam. 


Ubi solitudinem faciunt pacem appellant ab imo pactors ovo usque ad mala 
abyssus abyssum invocal a capile. Redime te caplum quam queas minimo, 
calcem accessil Acheruntis pabulum. Hoc esl vivere bis vila posse priore {rui, 


Word or phrase selected by 
Spelll Check 


Options available 
during a spell-check 


Replacement words or 
phrases suggested by Spell 
Check 


2 When Spell Check selects a word or phrase, click Replace to replace 
the word or phrase with the text in the Replace with box. 


>» Youcanalso... 


Skip the current occurrence of | Click Skip Once 
the word or phrase 


Skip every occurrence of the Click Skip All 
word or phrase during the 

current spell-check and add that 

word to the document dictionary 


Add the current replacement Click Add 
word or phrase to the main user 
word list 


Replace the word or phrase with Click AutoCorrect 
the text in the Replace with box 

and add the replacement to the 

word list used by AutoCorrect 


Undo the last replacement word Click Undo 
or phrase 
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Tips : 


¢ During a spell-check, you can click a selected word or phrase 
in the document and edit it, then click Resume to continue 
the spell-check. 


Proofreading Your Document 
1 Click Tools » Grammatik. 


~disserit En rerum naturae prisca parens, en elementorum origo imtialis, en orbis totius alma — 
‘ventus, ‘cum mortali puellapartiario maiestatis honore tractor et nomen meum caelo 


Highlighted error 


Suggested replacement 


terrenis sordibus profanatur! Nimirum communi numinis piamento vicariae 
‘Venerationis incertum sustinebo et imaginem meam circumferet puella moritura. Frustra me 
pastor ille, cuius iustitiam fidemque magnus comprobavit iuppiter, ob eximiam speciem tantis 
praetulit deabus. Sed non adeo gaudens ista, quaecumque est, meos honores usurpabit: iam faxo 
huius etiam ipsius inlicitae formonsitatis paeniteal 


Per egote 

Exvocat confestim puerum swim pionahum illum et satis temerarium, qui malis suis moribus 
‘contempta disciplina publica, flammis et sagittis armatus, per alienas domos nocte discurrens et 
‘omnium matrimonia corrumpens impune committit tanta flagitia et nihil prorsus boni facit. 
Hunc, quanquam genvina licentia procacem, verbis quoque insuper stimulat et perducit ad illem 
civitatem et psychea-hoc enim nomine puella nuncupabatur—coram ostendit et totailla perlata 
de formonsitatis aemulatione fabula gemens ac fremens indignatione, “Per ego te, inquit, 
maternae caritatis foedera deprecor, per tuae sagitiae dulcia vulnera, per flammae istius mellitas 
uredines, vindictam tuae parenti, sed plenam tribue et in pulchritudinem contumacem severiter 
Vindicaidque unum et pro omnibus unicum volens effice, virgo ista amore fraglantissimo 
teneatur hominis extremi, quem et dignitatis et patrimonii simul et incolumitatis ipsius fortuna 
damnavit, tarmque infirm! ut per totum orbem non inveniat miseriae suze comparem.” 


words 


Replacement word used in 
the new sentence 


fd terrenis sordbus profanatur! 


it in the speling dictonary 


When you start checking a document, Grammatik searches for and 
highlights the first error it finds. 


2 Select the replacement word or phrase you want, then click 
Replace. 


If none of the suggested replacements are appropriate, you can edit the 
text manually. 


3 To edit text manually, click the document window and type the new 
tEXt, 


Looking Up Words with Thesaurus 
1 Click the word you want to look up. 
2 Click Tools >» Thesaurus. 
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ddisserit En rerum raturae prisca parens, en elementorum origo initalis, en orbis totius alma 
‘venus, quae cum mortali puellapartiario malestatis honore tractor et nomen meum caelo 
‘conditum terrenis sordibus profanatur! Nimirum communi mumninis pramento vicariae 
venerationis incertum sustinebo et imaginem meam circumferet puella moritura Frustra me 
pastor ille, cuius iustibam fidemque magnus comprobavit iuppiter, ob eximiam speciem tantis 
practulit deabus. Sed non adeo gaudens ista, quaecumque est, meos honores usurpabit: iam faxo 
huius etiam ipsius inlicitae formonsitatis paeniteal. 


Per ego te 

Etvocat confestim puerum suum pinnatum illum et satis (emerarium, qui malis suis moribus 
contempta disciplina publica, flammis et sagittis armatus, per alienas domos nocte discurrens et 
‘omnium matrimonia corrumpens impune committit tanta flagitia et nihil prorsus boni facit 


‘Hue, quanquam genuina licentia procacem, verbis quoque insuper stimulat et perducit ad illam 
civitatem et psychen-hoc enim nomine puella nuncupabatur—coram ostendit et totaillaperlata 
ide formorsitatis aemulatione fabula gemens ac fremens indignatione, “Per ego te, inquit, 
maternae caritatis foederadeprecor, per tuae sagittae dulcia vulnera, per flammae istius mellitas 
uredines, vindictam tuae parenti, sed plenam tribue ef in pulchritudinem contumacem severiter 
‘vindicaidque unum et pro onmibus umicum volens effice, virgo ista amore fraglantissimo 


Looked-up word see gee ar” arepransopeorarg ig 


Talis ad oceanum 


Suggested replacements 


3 Click Look Up. 


4 Click Replace to replace a word in your document with the word in 
the Replace with text box, or click a word in the Replacements list 
to insert it into the text box. 


» Youcanalso... 


Look up a selected word or a Click Look Up 
word you type in the text box 
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From Here... 


Change the 
highlight color 


Hide highligting 


Select text 


Use Paste Simple to 
cut or copy text 
exactly like the 
existing text at the 
insertion point. 


Find and replace 
word forms 


Customize Spell 
Check 


Use Spell-As-You- 
Go 


Customize 
Grammatik 


“Corel WordPerfect 8 


User’s Guide: _ 


Highlighting Text 
Corel WordPerfect 8 


User’s Guide: 
Highlighting Text — 


Corel WordPerfect 


Suite 8 User’s Guide: 


Creating a 


Document from 
Scratch 


Corel WordPerfect 8 


User’s Guide: Cut, 


Copy, Paste . 


Corel WordPerfect 8 
User’s Guide: 
Finding and 
Replacing Text 
Codes 


Corel WordPerfect 8 
User’s Guide: Spell- 
Checking a 
Document 


Corel WordPerfect 
Suite 8 User’s Guide: 
Creating a 
Document from 
Scratch 


Corel WordPerfect 8 
User’s Guide: 
Improving Writing 
Style with 
Grammatik 
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58 Chapter 7 Editing o Document 


What else 


Use Grammar-As- 
You-Go 


Customize 
Thesaurus 


Use Prompt-As- 
You-Go 


Look in Help 


Look in a manual 


Corel WordPerfect 
Suite 8 User’s Guide: 
Creating a 
Document from 
Scratch 


Corel WordPerfect 8 
User’s Guide: 
Finding a Better 
Word with 
Thesaurus 


Corel WordPerfect 
Suite 8 User’s Guide: 
Creating a 
Document from 
Scratch 
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Formatting a Document 
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Correctly formatting a document is as important as spell-checking it. 
The building blocks of most documents are text, paragraphs, and 
pages; and Corel WordPerfect gives you the tools to format and 
enhance these basic elements while you create the document, or after 
it is written. Corel WordPerfect formatting tools, like QuickFormat, 
toolbar, Ruler, and Styles help make the job even easier. 


Emphasizing Text 


Bold, italic, and underline are used to emphasize text. Use the toolbar 
to quickly access the Bold, Italic, and Underline features. Place the 
insertion point where you want to change the text appearance, or 
select the text you want to emphasize. 
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To bold text, click the Bold 
button 


To underline text, click the 
Underline button 


‘\TimesNewRoman 


To italicize text, click the 
italic button 


Changing and Modifying Fonts 


Fonts determine key aspects of how documents appear on the screen 
and in printed form. Every font includes a font face (such as Times 
New Roman and Arial), style (such as bold or italic), and size (such as 


10 point or 12 point). 


Arial IeeAgeD 
EckmannD JUPITER 

Eras Contour Kids 

Ewieb LaesvegeésP 
KetteFraD LITHOGRAPH 
Firense Mone Lava Recut 
KeminhSopd BY MotterFemD 
FRANKFURTERHIGD PALETTE 
FreeFrm721 Blk BT PIP BLING 
GOLDMINE Schneidler BIk BT 
GoudyOlSt BT SHOOTER BY 
HORNDOND StOPD 


Font face examples 


You can specify a font for 


¢ All documents created for the current printer with Printer 


Default Font 


¢ A single document with Document Default Font 


¢ Sections of text within a document with Font 


Changing the Default Font 


Printer default font settings apply to all documents created for the 
current printer unless you override them with a document default font 
or font changes within the document itself. 
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1 Click File > Print. 


2 Select a printer from the Current Printer drop-down list, click 
Details, then click Default Font. 


3 Select a Font face, style, and size. 


If the font you are looking for is not in the list, the current printer does 
not support that font. 


Changing a Document Default Font 


Document default fonts apply to the current document only. 


1 Click Format > Font > Default Font. 
Click File > 


Document > 


Default Font 


2 Select a Font face, size, and style. 


Tips — 
¢ The font for headers and footers in your document is 
determined by the document initial font. To change the font 


for every header and footer in your document, change the 
document initial font. 


¢ To use the document initial font as the default font for the 
current printer, click Format > Font » Default Font >» Use 
as default. 


Changing Fonts Within a Document 


1 Click where you want to begin the changes, or select the text you 
want to change. 


2 Click Format > Font. 
3 Select a Font face, size, and style. 
Changing Font Sizes 


You can select a font size in the Font size list box, or click in the Font 
size text box, then type a font size. You can also select a size from the 
size list on the Property Bar. 


Tips 


¢ If the font is scaleable, you can specify almost any point size, 


regardless of whether that size appears on the list. If the font is 
not scaleable, you can select a size only from the list. 
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Using Tabs and Indents 


Use the Tab key to indent a single line of text. Default tab settings are 
positioned every one-half inch (1.25 cm) from the left margin. 


Use Indent to move a complete paragraph one tab stop to the right. 
Use Hanging Indent to move all but the first line of a paragraph one 
tab stop to the right. Use Double Indent to move an entire paragraph 
inward an equal distance from both margins. The left side is indented 
to the next tab stop; the right side is indented an equal distance from 
the right margin. 


Text that is not indented 


Left indent 


Double indent 


Hanging indent (commonly 
used for bibliographies) 


Changing Tab Settings Using the Ruler 


You can display the Ruler or tab bar to see where tab settings are 
positioned and to change them. 


1 Click or select the paragraph where you want the new tab settings to 
take effect. 


2 Click View > Ruler. 
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Drag a tab marker off the Click anywhere to 
Ruler to delete a tab add a new tab 
setting 

An icon displays in the left a Drag a tab marker 


margin to indicate where 
you make tab setting 
changes. 


fo move a tab 


3 To display the tab bar, click 2 whenever you add, delete, or move 
a tab setting. 


Click to open the tab 
menu, then select a tab 
set option 


Tab bar 


This bar lets you see tab settings and make setting changes at that 
document location. This is useful when you want to change tab 
settings and see exactly where the settings are. 
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» Using the Ruler or tab bar, you can... 
Delete a tab setting Drag the tab marker off the bar 
or drag a tab marker across a tab 
or several tabs 


Move a tab setting Drag the tab marker to a new 
position on the bar 
Add a tab setting Click the bar where you want 


the setting 


Change the type of an existing Right-click a tab marker, click a 
tab setting type, then click the tab you 
want to change 


Clear all tab settings Right-click a tab marker, then 
click Clear All Tabs 
Select multiple tab settings Hold down Shift while you drag 


across the tab markers, then 
release the mouse button and 


the Shift key 


Move selected tab settings Drag them to a new position 
Delete selected tab settings Drag them off the bar 
Copy selected tab settings Hold down Ctrl+ Shift while 


.. you drag the copied settings to a 
new position 


Indenting Text 


1 Click Format > Paragraph > Indent or Hanging Indent or Double 
Indent. 


2 Type the text you want to indent. 


3 Press Enter to end the indentation. 


Tips 


¢ To indent an existing paragraph, select the paragraph, click 
Format > Paragraph, then click an Indent option. 


¢ While a tab moves just one line of text to the next tab setting, 
an indent moves all subsequent lines of text in the current 
paragraph to the next tab setting. 
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Justifying Text 


Justification aligns text 


On the right margin (flush right) 

On the left margin (flush left) 

Centered between the margins 

On both margins (full justification) 

On both margins, including partial lines (all) 


Set top or bottom margins 


cates, Monge an age gel Left Justification produces 
—_ caaliebediedaal a “ragged right” margin. 
Right Justiciation produces eee ee 


a “ragged left” margin. pee Ss eae ers 


Set left or right margins JS 


Center Justification centers SS SSS SESE 


each line of text between FSS All Justification lets you 
the left and right margins. eS ee ee ek pe evenly space letters 


ee between margins. 


Justifying the Current Paragraph Only 
1 Select the paragraph. 


2 Click Format > Justification, then click a justification style. 


Click : a ; then 


click a justification 


Text you type after this paragraph will use the new justification style. 


Changing Justification from the Current Paragraph Forward 


1 Click where you want justification to begin. 


style 


2 Click Format > Justification, then click a justification style. 
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Changing Margins 


Use the Margins feature to change page margins. 


Erant in quadam civitate rex et regina 


Hitres numero fiat forma conspicuas habuere, sed maiores quidem natu, quamnvis gratissiroa 
specie, donee tamen celebrari posse laudibus humanis credebentur, at vero puelise tuni oris tar 
praccipua, tam pracclara pulchritudo nee exprimi ac ne sufficienter quidem laudari wermonis 
humani penuria poterat, Multi denique civium et advense copiosi, quos eximil spectacull rumor 
studios celebritate congregabal, insecessac formonsitatis admiratione supidi et sdmoventes 
oribus suis dexteram primore digito in erectum pollicem residente ut jpsaum prorsus dear venerem 
vencrabantur religiosis adorationibus, 

Inmque proximas clvitates ef attiguas regiones Guna pervaserat deam, quam caerulum 


profundum pelagi peperit et ros spumantiun fuctuum educavit, iam qurinis sui passizn tribute 


‘enia in me diis conversari popull coetibus, vel certe rursum novo 


sed terras venerem aliam virginali lore pracditam pullulasse, Sic ommenmum procedit in 
dies opin, sic insulas iam proxumas et terrae phusculum provinciasque plurimas Suma porrects 
pervagalur, lam multi mortalium longs itineribus atque altissims mans meatibus ad ssecull 


specimen gloriosum conthuebant paphon nemo, cnidon nemo ac ne ipsa quidem eythera ad 


conspectum deae veneris navigabant; sacra praetereuntur, templa deformsntur, pulvinaria 
proteruntur, caerimonine negleguntur; incoronata simulacra et arae viduae frigid cinere foedatae 

Puellae supplicatur et in hurranis vultibus deae tantse numins placantur, et in matutino 
Progressu virginis victims et epulis veneris absentis nomen propitiatur, iamque per plateas 
‘commeantem populi frequenter floribus sertis et solutis adprecantur 


Hace bonorum caclestium ad puclise mortals cultum immodics translatio verse veneris 


vebementer incendit animos et inpatiens indiynationis capite quassantifremens altius sic secum 


You can change margins any number of times in your document. Top 
and bottom margin settings affect the current page and subsequent 
pages until you change them again. Left and right margin settings 
affect the current paragraph and subsequent text until you change 
them again. You can also apply left and right margins to selected text. 


Using Guidelines to Change Margins 


The fastest way to change margins is to drag margin guidelines. A 
floating status box shows you the position of the margin as you drag. 


1 Select the text where you want to change side margins. 


2 To change margins for the whole document, click the top of the 
document. 


3 Drag the margin guidelines to increase or decrease margins. 
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Margin guidelines show sig 


the top, bottom, left, and IV. Pro Bono Publico 
right margins. 
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1 Multi denique civium 

‘Erant in quadam civitate rex et regina. Hi tres mumero filias forma conspicuas habuere, sed 
maiores quidem natu, quamvis gratissima specie, idouee tamen celebrari posse landibus humans 
credebantur, at vero puellae iuni oris tam praecipua, tam praeclara pulchritido nec exprimi ac ne 
sufficienter quidem laudari sermonis humani penuria poterat. Multi denique crvium et advenae 
coplosi, quos eximii spectaculi rumor (Viderunt Tabula I, p.2) studiosacelebritate congregabat, 
anaccessae formonsitatis admiratione stupidi et admoventes oribus suis dexteram primore digito 
an erectun pollicem residente ut ipsam prorsus deam venerem venerabantur religiosis 
adorationibus ! 


il. Sic immensum procedit 

Tamque proximas civitates et altiguas regiones fama pervaserat deam, quam caerulum profundum 

pelagi peperit et ros spumantium fluctoum educavit, 1am numinis sui passim tributa venia in me 

duis conversari populi coetibus, vel certe rursum novo caelestinm stillarum germine non maria 

sed terras venerem aliam virginali flore praeditam pullulasse (Viderunt p. 13). Sic ummensum 

procedit in dies opinio, sic insulas iam proxumas et terrae plusculum provinciasque pluimas 
tapervagatur. [am nmlti mortalivm longis itineribus atque altissimis maris meatibus — 


¢ If margin guidelines do not display, click View » Guidelines > 
Margins. 


¢ Guidelines do not show in your printed documentation. 


Using the Ruler to Change Side Margins 


1 Click the paragraph where you want to change side margins, or 
select the text where you want to change side margins. 


2 Click View > Ruler. 
3 Drag a margin marker to a new position. 


The Application Bar displays the exact position of the marker being 
moved. 
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Tips 


¢ You can return a margin marker to its original position by 
dragging it to the top of the document window, then releasing 
the mouse button. 
When you move margin markers, the paragraph format 


markers (triangles) also move. For more information on 
paragraph markers, see “Formatting Paragraphs” below. 


Using the Page Setup Dialog Box to Change Margins 


1 Click or select the paragraph (for side margins) or click the page (for 
top or bottom margins) where you want to make a change. 


Click Format > Margins. 
3 Specify the new settings for left, right, top, or bottom margins. 


To set all margins to be exactly the same, click Make all margins equal. 


Formatting Paragraphs 


Use Paragraph Format to adjust paragraph margins, spacing between 
paragraphs, and how far to indent at the first line of each paragraph. 


Paragraph margins are specified relative to page margins. For example, 
if the left page margin is 1 inch (2.5cm) and you set a left margin of 2 
inches (5 cm), the resulting left margin will be 3 inches (7.6 cm). 
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Paragraph adjustments do not affect document 
format. 


For more information on page margins, see “Changing Margins” earlier 
in this chapter. 


Using the Ruler to Format Paragraphs 


Use the Ruler to adjust paragraph margins and first-line indents. 


Firstline indent marker Be adjustment 
changes the first line only. | markers adjust paragraph 
margins. 


Margin markers change 
left or right page margins. 


1 Click View > Ruler to display the Ruler. 


2 Click in the paragraph where you want the changes to take place, or 
select the text to adjust. 


3 To change the first-line indent of paragraphs, drag the indent 
marker (top-left triangle) to a new position. 


The General Status button on the Application Bar displays the exact 
position of the marker being moved. See “Property Bar, Toolbars, 
Application Bar, and Guidelines,” p. 31. 


4 To adjust paragraph margins, drag a paragraph adjustment marker 
(bottom-left or-right triangle) to a new position. 
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The indent marker moves relative to the paragraph adjustment 
markers. The indent marker and the paragraph adjustment markers all 
move relative to the margin markers. 


Tips 


* You can return a paragraph marker to its last position by 


clicking and dragging the mouse pointer to the top of the 
document window, then releasing it. 


Using Dialog Box Options to Format Paragraphs 


To change all paragraph formatting options and enter precise settings, 
use the Paragraph Format dialog box. 


1 Place the insertion point where you want paragraph changes to take 
place, or select the text to adjust. 


Click Format >» Paragraph > Format. 


Right-click the 


. To adjust the distance the first line of a paragraph is indented when 
Ruler, then click 


your press Enter, specify a measurement in the First line indent text 


Paragraph Format box. i 


» You can also adjust paragraph formatting by... 


Increasing the distance between Specify a measurement in the 
paragraphs when you press Enter Spacing between paragraphs 
(line spacing times the specified text box 


amount) 

Adjusting the left margin in Specify a measurement in the 
addition to the current page Left margin adjustment text box 
margin 

Adjusting the right margin in Specify a measurement in the 
addition to the current page Right margin adjustment text 
margin box 


Returning to Previous Settings 


After adjusting the paragraph format for one or more paragraphs, you 
can return the settings to the previous margin, indent, and line spacing 
settings. 


1] Place the insertion point where you want to restore paragraph 
settings. 


Click Format > Paragraph > Format. 
3 Click Clear All. 
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Inserting Bullets and Numbers 


Click I 


then select a bullet 


or 


or number style 


Centering a Page 


Use Bullets & Numbering to insert bullets and numbers in your 
document. The numbers you insert increment automatically. You can 
select from several bullet and number styles, or you can edit the styles 
to suit your needs. 

Inserting Bullets and Numbers Before Typing Text 

You can insert bullets and numbers and then begin typing text. 

1 Click Insert > Bullets © Numbering. 

2 Select a bullet or number style. 


3 Start typing text. 


Applying Bullets and Numbers to Existing Text 
1 Point to the paragraph. 
2 Click Insert > Bullets & Numbering. 


3 Select a bullet or number style. 


Tips 


¢ If the predefined bullet and number styles do not meet your 
needs, click Insert > Bullets & Numbering » Edit, then click 
Edit Style. 


You can center text between the top and bottom margins. 


To Center a Page 
1 Click anywhere on the page where you want page centering to begin. 
2 Click Format >» Page > Center. 


3 Click an option to center the pages you want (or to turn off 
centering). 


Creating Headers and Footers 


Use headers and footers to print information such as a chapter title, a 
date, a filename, a person’s name, or a company name at the top or 
bottom of each page in your document, or on alternating pages. 
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the bottom margin. 


Paitin: ae | A footer prints just above 


[as tor ee 


There are two different headers and footers: Header A and B, and 
Footer A and B. For a complete description of the difference between 
each header and footer, see “Headers and Footers” in the Corel 
WordPerfect 8 User’s Guide, or look up headers and footers in Help. 
Creating a Header or Footer 


1 Click the first paragraph on the page where you want the header or 
footer to first appear. 


2 Click Insert » Header/Footer. 
3 Select the header or footer you want to create. 


4 Click Create, then type the header or footer text as you normally 
would, using any of the available Corel WordPerfect editing features. 


5 Click File >» Close to return to your document. 


Tips 


° Click anywhere in a document window outside the header or 
footer to return to your document. 


¢ Headers and footers do not display in Draft view. To view the 
header or footer in the document window, make sure you are 
using Page view or Two Pages view. 
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Click 


Press Delete or 


Backspace 


Editing a Header or Footer 


1 Click the page where the header or footer you want to edit is in 
effect. 


2 Click Insert » Header/Footer. 
Select the header or footer you want to edit, then click Edit. 


Edit the header or footer text as you normally would, using any of 
the available Corel WordPerfect editing features. 


5 Click File > Close to return to your document. 


Deleting a Header or Footer 


You can use Reveal Codes to delete a header or footer from your 
document at any time. 


1 Click View » Reveal Codes. 


2 Drag the [Header A] or [Header B] code or the [Footer A] or 
[Footer B] code you want to delete out of the Reveal Codes area. 


3 To restore a header or footer you deleted by mistake, click Edit > 
Undo. 


no ee 


¢ You can delete all the contents of the header or footer, and 


Corel WordPerfect will delete the code. 


* You can use Find and Replace to locate a header or footer 
code in the Reveal Codes window. See “Using Find and 
Replace” in Chapter 6, p. 41. 


tt a a nat eel $s pee arse 1 | 


Applying Page Numbering 


Use Page Numbering to select the kind of page numbers you want and 
where to put them. Corel WordPerfect provides several ways of 
numbering pages. You can select one or create a new one of your own. 


You can use the following kinds of numbering: 


Page 

Page total 

Chapter 

Volume 

Secondary page numbers 
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Tips 


* Secondary page numbers are numbered consecutively and are 


independent of first page numbers. For example, you can use 
page numbers to number the pages in an encyclopedia, and 
secondary page numbers to number the pages in one volume. 


Numbering Pages 
1 Click the page where you want the numbering to begin. 
2 Click Format » Page » Numbering. 


3 Click the Position pop-up list, then select where you want to put the 
numbers on the page. 


4 Select the kind of page numbering you want to use from the Page 
numbering format list box. 


Page Size and Orientation 


Use Page Definitions to specify how to format and print documents. 
You can change the default page definition by selecting a different one 
provided by Corel WordPerfect or creating your own. 


Page Orientation 


Depending on the capabilities of your printer, you can print with either 
portrait or landscape orientation. Portrait orientation formats a line of 
text parallel to the short edge of the paper. Landscape orientation 
formats a line of text parallel to the long edge of the paper. 
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Portrait orientation 


Landscape orientation 


Sorting Text 


Selecting a Page Definition 
1 Click where you want to change the page definition. 
2 Click Format > Page » Page Setup > Size. 


3 Select a page definition and orientation. 


Tips 


¢ Each version of Corel WordPerfect has a default page 
definition that is used if you do not select a page size and type. 


Use Sort to arrange text alphabetically or numerically, or to extract 
specific information from a list. You can sort lines, paragraphs, table 
rows, parallel columns, or merge records. 


For example, you can alphabetize a simple word list, sort a table of 
students according to their grades, or extract addresses with a certain 
postal code from a list of addresses. 


You can sort text in the correct document or in a file on disk. You can 
display the sorted text on screen, or you can save it ina file. 
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Sorting Records 


Records are the items that are sorted in a file. Corel WordPerfect lets 
you sort five kinds of records: 


¢ Line—each line record ends with a hard return. A line is divided 
into fields and words. 


* Paragraph—each paragraph record ends with two or more hard 
returns. A paragraph is divided into fields, lines, and words. 


¢ Merge record—each merge record ends with an ENDRECORD 
code. A merge record is divided into fields, lines, and words. 


¢ Parallel column—each record is a row of parallel columns. A 
column is divided into columns, lines, and words. 


* Table—each record is a row of cells. A cell is divided into 
columns, lines, and words. 


Subdividing Records 


Records are divided into smaller pieces (field, line, word, column, and 
cell) to give you more flexibility for sorting. The way records are 
divided depends on the record type. For a complete description of the 
terms used to divide records, see “Sort” in the Corel WordPerfect 8 
User’s Guide, or look up sort in Help. 


Performing a Sort 


1 Select the text you want to sort. If you do not select text, the entire 
document will be sorted. 


2 To sorta file on disk, skip to step 4 below. 
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Double-click the 
name of the sort in 
the sort by list 

box 


Using QuickFormat 


3 To sort a table or parallel column, click in the table or parallel 
column. 


IMPORTANT: You cannot sort a table or column to or from a file on 
disk. 


4 Click Tools > Sort. 


5 Specify the input file (the file you are sorting) and the output file 
(where you want the sorted text to go). 


6 Click a sort type in the Defined sorts list box. 


You can add your own sort definition, or edit or copy existing sort 
definitions listed in the Defined sorts list box. See “Making Your Own 
Sort Rules” in the Corel WordPerfect 8 User’s Guide, or look up custom 
sort in Help. 


7 Click Options, then make sure Allow Undo is selected. 
8 Click Sort. 


9 If your text did not sort the way you want it to, click Edit » Undo. 


Use QuickFormat to copy the format from some text in your document 
to other text. You can copy fonts, size, and text appearance attributes 
(such as bold and italic). For paragraphs, you can also copy spacing, 
indentation, and borders. You can copy the format of a word, selected 
text, or an entire paragraph. 


Copying the Format of Text 


1 Click or select the character, word, or phrase that has the format 
you want to copy. 


2 Right-click the word or phrase, then select QuickFormat. 
3 Click Characters. 
The mouse pointer changes to a paint brush. 


4 Select the text you want to format. 
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5 To turn off QuickFormat, right-click anywhere in your document, 
then select QuickFormat. 


Tips 


¢ Ifyou format the wrong text by mistake, click L244 to undo the 
formatting. 

* You can also use QuickFormat to copy the format of a table or 
graphic. See “Adding Tables to a Document,” p. 121, and 
“Adding Graphics to a Document,” p. 147. 


Using Styles 


Styles provide a quick and easy way to consistently format similar 
types of text, such as headings and lists. If you change your mind about 
the format, you can edit the style to update all affected text. 


Styles you create are saved with the current document. To use a style 
in other documents, save the style, then retrieve it into another 
document. You can also copy a style to a template for use in other 
documents. 


There are five kinds of styles: 
* Character styles are useful for formatting text within a paragraph. 


¢ Paragraph styles are useful for formatting entire paragraphs. 
Headings are formatted as paragraphs. 


¢ Automatic paragraph styles are updated when you change the 
format of a paragraph that uses the style. All other paragraphs 
with that format are updated as well. 


¢ Document (open) styles are useful for formatting all text from the 
insertion point to the end of the document. 


¢ System styles include many Corel WordPerfect features such as 
footers, footnotes, and graphics boxes. 


You cannot delete or turn off a system style, but you can edit 


one for the current document and for a template. After you 
edit a system style, you must reset it. Click Format > Styles > 
select the system style, then click Options » Reset > Yes. 
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Creating a QuickStyle 


You can create a style using existing text you have formatted. 
1 Place the insertion point on the text you have formatted. 

2 Click Format > Styles » QuickStyle. 

3 Type in a style name and description. 

4 To create a paragraph style, click Paragraph (auto). 

5 


To create a character style, click Character (auto). 


You can create or edit a style in the Styles Editor. See “Styles” 
in the Corel WordPerfect 8 User’s Guide. 


You can use QuickFormat to easily create and apply styles. See 
“QuickFormat” earlier in this chapter. 


Applying a Style to Text 

1 To apply a character style, select the text you want to change to that 
style. 

2 To apply a paragraph style, place the insertion point anywhere in the 
paragraph. 


3 To apply a document style, place the insertion point where you want 
the style to take effect. 


Click Format > Styles. 


Click [ere 


then select a style 


5 Select the style you want to use, then click Apply. 


Tips 


¢ By default the styles listed are found in the current document. 
You can also use system styles or a style from the default or 
supplemental template. Click Format >» Styles » Options > 
Setup, then select an option under Display styles from. 


Turning Off a Paragraph Style 


1 Press Enter when you are finished typing the text you want to 
format. 


Chapter 8 Formattinga Document 79 


2 Click Format > Styles » <None> >» Apply. 
Turning Off a Character Style 


1 Press Right arrow until you move past the character style code. 


Turning Off a Document Style 

You cannot turn off a document style. You need to delete a document 
style. 

Deleting a Style from a Document 


To remove a style from a section of text, drag the style code out of 
Reveal Codes. 


To delete all occurrences of a style throughout the document, 
1 Click Format » Styles. 

2 Select the style you want to delete. 

3 Click Options > Delete. 
4 


To delete all occurrences of the style from the document, click 
Include codes. 


5 To delete all occurrences of the style from the document, but leave 
the style’s formatting codes in your document, click Leave codes. 


Saving a Styles File 

1 Click Format > Styles >» Options > Save As. 

2 Specify a name for the styles file in the Filename text box. 

3 Click whether you want to save User styles, or System styles, or 
Both. 

Retrieving a Styles File 

1 Click Format > Styles » Options > Retrieve. 

2 Specify the name of the styles file in the filename text box. 

3 Click User styles, or System styles, or Both. 


Copying Styles 

1 Click Format > Styles. 

2 Select the style you want to copy. 
3 Click Options » Copy. 
4 


Click the location where you want to copy the style. 
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Keep Text Together and Make It Fit 


Sometimes, no matter how carefully you format a document, you are 
not quite able to achieve the right results. You may want to avoid 
printing one line of a paragraph alone at the top or bottom of a page. 
Or, you may not want a page break in the middle of a table. Perhaps 
you need to shrink a letter or resume to make it fit on just one page, or 
expand a document to fit a specific number of pages. 


Use Keep Text Together to keep certain lines of text together on one 
page, and Make It Fit to make a document fit on a certain number of 
pages. 


Keeping Text Together 

1 Click on a page where you want to keep first and last lines from 
separating. 
Click Format > Keep Text Together. 


3 Select Prevent the first and last lines of paragraphs from being 
separated across pages. 


>» You can also... 


Keep selected text together Select the text you want to keep 
together. Click Format >» Keep 
Text Together. Click Keep 
selected text together on the 
same page. 

Keep a specific number of lines Click at the beginning of the 

together text you want to keep together. 
Click Format >» Keep Text 
Together. Click Number of 
lines to keep together, then 
specify the number of lines you 
want to keep together, including 
any blank lines. 


Using Make It Fit 


1 In an open document, click Format » Make It Fit. 
2 Specify the number of pages you want the document to fill. 


The number you set must be within 50 percent of the document’s 
current size. 


3° Click the items you want Corel WordPerfect to adjust. 
4 Click Make It Fit. 
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From Here... 


| Look ina manual : Lookin Help ; 


Use tabs to create Corel WordPerfect 8 

columns User’s Guide: 
Positioning Text 
with Tabs and 
Indents 


Dot leaders Corel WordPerfect 8 dot leaders 
User’s Guide: 
Positioning Text 
with Tabs and 
Indents 


Position, change, Corel WordPerfect 8 tabs 


and set tabs User’s Guide: set tabs 
Positioning Text 
with Tabs and 
Indents 
Use tabs to move Corel WordPerfect 8 tabs 
forward or User’s Guide: 
backward Positioning Text 
with Tabs and 
Indents 
Create, edit, or Corel WordPerfect 8 page definition — 
delete a page User’s Guide: Using . 
definition the Same Look in 
Different Parts of a 
Document 


Copy the format of | Corel WordPerfect 8 QuickForma 
a heading User’s Guide: Using _ headings - 

the Same Look in 
Different Parts of a 
Document 


Find out what fonts Corel WordPerfect 8 

are available User’s Guide: 
Changing the Look 

of Text with Fonts 
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What else fLookina manual | Look in Help 


Delete margin 
settings; change User’s Guide: 

margins Arranging Text on 
the Page 


Discontinue or Corel WordPerfect 8 
change a header or — User’s Guide: 

footer Repeating 
Information on 
Every Page 


Specify pages for a 
header or footer User’s Guide: 
Repeating 
Information on 
Every Page 


Create custom page Corel WordPerfect 8 | pag 


numbering User’s Guide: 

Numbering Pages 
Set new page Corel WordPerfect 8 page numbers, 
numbers; insert or User’s Guide: 
suppress page Numbering Pages 
numbers 


Subdivide records; Corel WordPerfect 8 

sort keys; define a User’s Guide: 

custom sort Sorting Words and 
Numbers 


Styles and master Corel WordPerfect 8 
document User’s Guide: Instant 
Format with Styles 


= 
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CHAPTER 9 
Structuring a Document 


Corel WordPerfect 8 includes capabilities you can use to give your 
documents a professional structure: create an outline to organize text 
with Bullets & Numbering, use Master Document to link together 
several smaller documents to more easily maintain them, use Table of 
Contents and Index to create entry points into your document. 


Creating an Outline 


You can use an outline to organize and reorganize your ideas as you 
draft a document. For example, you can use a traditional outline to 
sort your ideas with numbers as you write. Then, when you are ready, 
you can replace numbers with headings. 


i 


ies ca Apulie Psyche et Cupido 
APs Repenest preter 


Multi denique clvium 
Erant in quadam civitate rex et regina. Hi tres numero Gilias forma conspicuas habuere, sed 

1, quamvis gratissima specie, idonee tamen celebrari posse laudibus burnanis 
ela lok tapos, expec iio oxy ns 


Sie procedit in 
i lee proses ol errs jaan ovackcee sia es rua Toga 


i Naturam expelles furca tamen usque recurret residente ut ipsam prorsus deam venerem venerabantur religiosis adorationibus, 


1 Crescit eusdo Sic aereraie) Biventt 


1M Ecce quarn bonum et quam jucundum abitare fratres in unum. 


Puellse supplicanar et in humanis vultibus dese tantae mumina placantur, et in matuting progressu 
virginis vicimis et epulis Yeneris absentis nomen propitistur, iamque per platcas commpeantem 
popull frequenter Nloribus sertis et solutis adprecantur, 


A 
B 
ie 
D. 


bedi commun! numinis 
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This text is organized using numbers. This text is organized using headings. 
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Tips 


¢ The Outline feature in Corel WordPerfect 7 is now called 
Bullets & Numbering in Corel WordPerfect 8. 


* You can apply outlining to text you have already typed. Select 
the text, click Insert >» Bullets & Numbering, then select an 
outline style. 


Using Bullets & Numbering to Build an Outline 
1 Click Insert >» Bullets & Numbering. 


Select an outline style from the Numbers palette. 


2 
3 Type the text for the first outline item. 

4 To insert another first-level item, press Enter, then type text. 
= 


Add and edit items as needed, referring to the illustrations below. 


Change the current outline 
item to the previous level 


Change the current outline 


( aa 
item to the next level NONE 

B.  Adusum Delp 
Move the current or Ad uiraagn 
selected item or family up, D. — Advalorem 
keeping the same level ee 

F, Ad vitam 
Move the current or i ee 
selected item or family IL Cum 
down, keeping the same A. Cum grano salsi 
level B. ‘Cum laude 

C. Cum privilegio 
An outline family D. Cum talent clamant 
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» Corel WordPerfect R:\WRIT\640\A\Latin docs for page illustrations\SampleQutline wpd (unmodified) 


imes New Roman 


Show family 
Hide family | 
Show or hide body text aT 
A. Ad unum omnes | 
Show outline levels R____Adusum Delphini _| 
C. Ad utrumque paratus q 
D. — Advalorem 1 
J E. Ad verum q 
Modify the outline —Advitam | 
appearance G. Ad vitam aeternam ie 

H. Ad vitam aut culpam 

T Cum 


6 To turn off the outline, click below your last outline item. 


Press Enter, then 


press Backspace 
Tips 


¢ Ifyou want to type non-outline text (body text) within your 


outline, insert a hard return where you want the text to begin, 
then press Ctrl+H. Type the text you want, then press 
Ctrl+H again to return to your outline. 


Master Documents 


It is often easier to work on several smaller documents than one large 
one. For example, if you are writing a book, the document may become 
so large that your computer’s performance will slow down. You may get 
better results by creating separate chapter documents and linking them 
together in a master document for the book. The chapters are 
subdocuments. 


In a master document you can open, edit, save, and close one or more 
subdocuments at the same time. 


Tips 


¢ Master documents are especially useful for generating 
consolidated tables of contents, indexes, tables of authorities, 
and lists. 
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Right-click 
anywhere in the left 


margin of existing 


text, then click 
Subdocument 


MASTER DOCUMENT SUBDOCUMENTS 


Chapter 1 


Introduction 


Chapter 2 


Chapter 3 


CREATE LINKS TO SUBDOCUMENTS 


Master documents contain links to subdocuments. 


Creating a Master Document 
1 Open a new document. ss 


2 Create the headers, footers, and other substructures you want to 
apply to the consolidated document. Specify any font and other 
format settings. (You can always add or edit these later.) 


3 Type any introductory text you want to include. (You can always 
add or edit this later.) 


4 Click where you want to create a subdocument link, then click File 
> Document >» Subdocument. 


5 Specify a filename you want to link to, then click Include. You can 
type a new filename and create the document later. 


Repeat steps 4—5 as needed. 


Click where you want to create a table of contents, index, table of 
authority, or list, then define the item. 


8 Click Save to save the master document. 


Tips 


* Master document format settings are applied until changes are 
encountered in open subdocuments. 
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Expanding a Master Document 
To open subdocuments in a master document, 
1 Click File » Document » Expand Master. 


2 Deselect the subdocuments you do not want to open. 


Condensing a Master Document 
1 Click File » Document > Condense Master. 


Each subdocument is listed twice so that you can condense it, save it, 


or both. 
2 Deselect the subdocuments you do not want to close. 


3 Deselect the subdocuments you do not want to save. 


Removing Subdocuments from the Master Document 
1 Click View > Reveal Codes. 


2 Drag the appropriate [Subdoc] code out of the Reveal Codes 
window. 


This does not delete the subdocument. It just removes the link to the 
master document. 
Generating the Master Document 


You can create cross-references, indexes, lists, tables of contents, and 
tables of authorities in a master document, a subdocument, or both. 
When you generate a master document, all items are generated in all 
subdocuments. The subdocuments do not need to be open. 


1 Click Tools >» Reference > Generate. 


2 Make sure Save subdocuments is selected, then click OK. 


Tips 


¢ If Save subdocuments is not selected, changes to items 
generated in condensed subdocuments will not be saved. 


Link Icons 


Master document links to subdocuments are displayed as icons. Link 
icons never print. 
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Editing Subdocuments 


You can open a subdocument just like any other document, or by 
including it when you expand a master document. After opening it 
with either method, you can make and save any changes to the 
subdocument. 


Tips 


¢ Normally it is recommended that you close all subdocuments 
(condense master) before closing a master document. 


¢ All open subdocuments are printed when you print a master 
document. 


Creating a Table of Contents 


Use Table of Contents to create and maintain a table of contents for 
your document. Your table of contents can have up to five levels of 
headings and subheadings, and you can choose from several numbering 
methods. 


S) 


cc 


Contents Dot leader 
Main heading (Level 1) a‘ ae 
Subheading (Level 2) oo 
Subheading (Level 3) ee 
Magna cum laude 1 
ai et NE aR i 


Humamum est exrare ” 
Fide et amore 1 

Nam ct ipsa scientia potestas est 20 
Ab eterno H 
Crescit eundo 2 
Naturam expelles furca tamen usque recurret 2 
Consensus ficit legen pr) 
Ignis fatuus 25 


There are three basic steps involved in creating a table of contents: 


¢ Mark the text that you want to include in the table of contents 
¢ Define the way you want the table of contents to look 
* Generate the table of contents 
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Marking Text for Table of Contents 
1 Click Tools > Reference > Table of Contents. 


2 Select the word or phrase you want to include as an entry in the 
table of contents. 


3 Click Mark X, where X is the level you want for the entry. 


[ 
Table of Contents toolbar 


4 Repeat steps 2 and 3 for each entry you want to mark. 
5 Click Close. 


Tips 


e Any appearance attributes (such as bold or italic) on the 
selected text will be retained in the table of contents. 


Defining a Table of Contents 


Once you have marked the appropriate text, you can define where and 
how you want the table of contents to appear. 


1 Place the insertion point where you want the table of contents to 
appear (usually at the beginning of a document). 


Click Tools » Reference » Table of Contents. 
Click Define. 


Specify the number of levels (1- 5) you want in the table of contents. 


wu => GW PP 


Specify the position for the page numbers for each level of the table 
of contents. 


6 To use total pages, volume numbers, chapter numbers, or secondary 
page numbers in your table, click Page Numbering. 


7 To indent the last level evenly, click Display last level in wrapped 
format. 


Generating a Table of Contents 


Once you have marked the text for a table and defined the table of 
contents, you can generate it. 


Chapter 9 Structuring a Document 91 


1 Click Tools » Reference >» Table of Contents. 


Click Tools » 2 Click Generate. 


Reference » 


Generate 


Creating an Index 


Use the Index feature to create and maintain an index for a document. 
An index can include both headings and subheadings, and you can 
choose how the page numbers are displayed and printed. 


Page numbering method 
Index 
Ab eterno (78, 89) 
Ad litteram (12, 25, 126, 168) 
De nihilo nihil (138, 244) 
ial 
Heading (Level 1) te 
=a 233, 238) 
cutiquesioGe)” 
Heading (Level 2) ee oe 


Possunt quia posse videntur (18, 24, 26) 
Cornu copiae 
Experto credite (23: 
Magus cum ne (87,89, 97, 122) 
Medice, cura te ipsum (99) 
Eicon ad gist (25227) 


Locus classicus (145) 

oa a samat bene castigat (89-92) 

rotundus (34, 56-57) 

wes opus (45-48, 121,233) 

Dramatis personae (68, 98, 100) 

i pe eer oem 416) 

bus pedibusque (8 

Diem pedial (6, 48, ci 12, 125-127, 233) 

Par pari refero (21-25, 34, $6, 77, 91-93) 

Qualis 


Creating an Index 
There are three steps involved in creating an index: 


¢ Mark the text that you want to include in the index and, if 
desired, create a concordance file 


¢ Define the way you want the index to look 


* Generate the index 


Marking Text for the Index 
1 Click Tools » Reference » Index. 
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Index toolbar 


2 Select the word or phrase you want to include as an entry in the 
index, then click in the Heading text box. 


To mark the selected text as a heading only, click Mark. 
To include a subheading, specify a subheading, then click Mark. 


Repeat steps 2- 4 to make additional index entries. 


* The heading and subheading do not have to be the same text 
you selected. You can type any heading and any subheading in 
the Heading text box. The index entry will show the heading 


and subheading text you typed, and the page number will 
correspond to the text you selected. 


Once headings and subheadings are created, you can choose 
them from the list boxes rather than typing them again. 


Creating a Concordance File 


A concordance file is a Corel WordPerfect document that contains a 
list of words or phrases that you want to include in an index. Using a 
concordance file can save time because it eliminates the task of 
searching for and marking entries throughout the document. 


1 Open a blank document window. 


2 Type an entry for the index, then press Enter. Repeat this step for 
each entry you want to include. 


3 Click File » Save to save the document. 


Below is an example of what a concordance file might look like. 
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De nihilo nihil 


Volo, no valeo 
Albae galline filius 
Brut 


Consensus facit legen 
Ignis fatuas 

Naturam expelles forca tamen uique recurret 
Fide et amore 

Nam et ipsa scientia potestas est 

Locus classicus 


Pas pari refero 
Qualis pater, talis Glius 
Semper paratus 

Opere in medio 

‘Acts es fabula 

De duobus malis, minus est semper eligendm 


You can save the concordance file as needed. If you want a 
concordance entry to be a subheading in the index, mark the 
concordance entry as a subheading. 


Defining an Index 


Once you have marked all the entries, you are ready to define where 
and how you want the index to appear. 


2 
3 
4 


7 


Place the insertion point where you want the index to appear. 
Click Tools > Reference » Index. 
Click Define. 


To select a position for the page numbers in the index entries, click 
Position. 


To use total pages, volume numbers, chapter numbers, and 
secondary page numbers in your index, click Page Numbering. 


If you want each page number printed out (for example, 4, 5, 6, 7, 8) 
rather than combined (for example, 4-8), click Use dash to show 
consecutive pages to deselect it. 


If you are using a concordance file, specify the filename. 


Generating an Index 


Once you have marked the text and defined the index, you can 
generate the index. 


1 
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Click Tools » Reference >» Generate. 


From Here... 


Create or edit an 
outline format 


Renumber outline 


Change the current 
style or page 
numbers of an 
index 


Change the current 
style or page 
numbers of a table 
of contents 


Look in o manual : Look in Help 


on WordPerfe | 


fate oe 8 


User’s Guide: : 


te 5 Guide: 
Creating a Table c 
Contents 
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CHAPTER 10 


Mass-Producing 
Documents 


When you are sending the same letter to a group of people, it is much 
better to create one form letter and personalize it by changing just a 
few parts, rather than type an individual letter for each person. Or 
wotse yet, print a generic “Dear Friend” letter that is addressed to no 
one in particular. The process for quickly creating a large number of 
documents specifically tailored for a number of individuals or 
organizations is called merging, or mail-merge. 


Merge 


Use Merge to mass-produce letters, memos, labels, e-mail, and so on. 


The two key components of merging are the form document and the 
data source. Once you understand how those two pieces work, you 
understand the concept of merging. 


A form document contains the generic content (such as a form letter) 
with special tags called merge codes where certain pieces of infomation 
(such as a name and address) would normally go. These codes tell 
Corel WordPerfect 8 where to put the information from the data 
source and how to perform the merge. 


A data source contains specific units of information (such as a mailing 
list of customers). The data source can contain merge codes as well 
(unlike a form document, a data source does not have to have merge 
codes to work). In a data source, merge codes break the units of 
information into specific types, like first name, last name, and street 
address. The data source can be a Corel WordPerfect 8 data file, the 
Corel® Address Book™, or a database. 


When you perform a merge, you bring a form document (form letter) 
and a data source (mailing list of customers) together. The merge codes 
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in the form document ask for specific types of information from the 
data source. Each mass-produced document is personalized and ready 
to go into an envelope with an address label you created using Merge. 


Data source 
Merged documents 

Form document 
Mass-producing documents with Merge can be basic or complex, 
depending on what you want, or need, to do. In this chapter, we will 
concentrate on basic merging, starting with the data source, then 
followed by the form document. For more information on Merge, see 
“Mass-Producing with Merge” in the Corel WordPerfect 8 User’s Guide, 
or look up merge in Help. 

Data Source 


A data source can be thought of as a collection of information, like 
names, addresses, job titles, and organizations. A data source may be 
an electronic address book, like the Corel Address Book; or text or a 
table in a Corel WordPerfect 8 data file; or a database. 


Merge Codes 


A Corel WordPerfect 8 data file generally contains two merge codes: 
the ENDFIELD command and the ENDRECORD command. Neither 
the Corel Address Book nor a Corel WordPerfect 8 data table file 
contain merge codes, but Corel WordPerfect 8 recognizes fields and 
records in both an address book and a table. 
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The ENDRECORD command 
ends a record. 


Fields end with the 


Data Text File 


When you create a data file in text format, information is arranged 
into fields and records. Fields are marked with ENDFIELD codes and 
records are marked with ENDRECORD codes. 


FIELDNAMES(nameaddress;city/stae;countryENDRECORD 


Alexia Odessa DuncanENDFIELD 
3631 Acadia StreetENDFIELD 
Halifax, Nova ScotiaENDFIELD 
Canada B3K3P6ENDFIELD: 


ENDRECORD 

Budiman SuprateENDFIELD 

Djalan Ismay 11-33 Indra PastraENDFTELD 
25 Westlands RoadENDFIELD 

Anglicka 9ENDFIELD 

ENDRECORD 


David ChangENDFIELD 


A hard page break 
separates the records. 


ENDFIELD command and a 
hard return. 


Name field 


25 Westlands RoadENDFIELD 
Quarry Bay NDFIELD 

Hong KongENDFIELD 
ENDRECORD 


Karoal KovaricENDFIELD 
Anglicka SENDFIELD 
12011 Prague 2ENDFIELD 
CzechENDFIELD 
ENDRECORD 


Data text fi 


iM 


A field is the smallest unit of information that you can specify in a data 
file. You can make a field as small as one character or as large as 
several lines. For example, one field might contain a name, another 
field might contain a street address, another field might contain a ZIP 
Code, and so on. You can also leave a field blank. 


A record contains a group of related fields. For example, one record 
might contain all the information about a person or a company. 
Within that record, there are several fields: name, address, city, postal 
code, and country. 


Jean Renaux 
8 rue Pierre-Demours —————_ Address field 
Paris 75018 Postal code field 


City field 


Country field 


France 
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Data Table File 


Instead of creating a data text file (containing ENDFIELD and 
ENDRECORD codes), you can place your data in a merge data table. 
When you create a data file in table format, information is arranged in 
columns (fields) and rows (records) to make it easier to read. 


Each row is a record. 


Each cell in the record is a 
field. 


Name Adress | citys Comty ~—— The first row is interpreted 
| Alexia Odessa 3631 Acadia Street | Halifax, Nova Scotia | Canada B3K3P6 as field names. 
Duncan 
Budiman Suprate Djalan Ismaya 11-33 | Bantar Djati 11 Indonesia 
Indra Pastra Bobor 16153 
+ Davitt Chang———7-25 Westlands Road | Quarry Bay Hong Kong 
Karol Kovaric Anglicka 9 12011 Prague 2 Czech 


Data file in a table 


Creating a Data File 
1 Click Tools > Merge. 
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2 To create a data text file, click Create Data. 


3 Click Use file in active window if the current window contains data 
you want to use, or click New Document Window, then click OK. 


Divide your information 
into categories, then name 
em 


Add, delete, replace, or 
move fields in the Field 
Name list 


Create the data file by naming fields. 


To create a data table, click Format records in a table. 


To name fields, type the name of a field, then click Add or press 
Enter. Repeat this for each field. (For example, if you want to create 
a field containing last names, you can type last names.) 
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Use these options to move 


Type data in each field for seb fields in the same 
each record recon 
= 
Change field names 
Use these options to move 
between records 


When you are finished naming fields, click OK. 
Type information in each field,-then click Next Field or press Enter. 


When you are finished entering information in the record, click 
New Record, or press Enter in the last field. 


9 To change field names, click Field Names, add, delete, or replace 
fields, then click OK. 


10 Repeat steps 5-6 until you have entered all the records you want, 
click Close, then click Yes to save the file. 
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Form Document 


If you want to use the Corel Address Book instead of creating 
a data file, click Tools » Address Book to go to the Corel 
Address Book and enter data. 


To number fields instead of naming them, simply click OK in 
the Create Data File dialog box. Specify the number of fields 


you want, then click OK. 


You can convert an existing spreadsheet (such as Corel 
Quattro Pro 8) or database (such as dBASE® or Corel Paradox 
8) into a data file. Click Insert » Spreadsheet/Database > 
Import. 


For the data source, you can type the name of an existing 
database. 


The form document contains the generic text for the document along 
with certain merge codes that act as placeholders for a name and 
address. The form document can also contain certain merge codes that 
control the merge. A form document can be a letter, a memo, a label, 
or e-mail (any kind of document that has general content that needs to 
go to a specific number of people or organizations). 


Merge Codes 


The most basic merge codes you insert in a form document are FIELD 
code and DATE code. When you insert a FIELD code, the information 
in the corresponding field in the data source will be inserted during the 
merge. For example, a FIELD code would specify that an individual’s 
first name appear after the word “Dear” in a letter. When you insert a 
DATE code, the current date is inserted during the merge. 


Chapter 10 Mass-Producing Documents 103 


Use Insert Field to mark 
where data is to be 
inserted 


*Senatus Popolusque Romanus* 
Via Appia 36 - Vornerus, Neapolis 011243 
Marcus Albion Plautus 


FIELD(name) 
FIELD( city/state) 
FIELD(address) 


FIELDX name), 


i Erant in quadam civitate rex etregina. Hi tres numero filias forma conspicuas habuere, sed 
ly pe the text that will be maiores quidem natu, quamvis gratissima specie, idonee tamen celebrari posse laudibus humanis 
included in the file credebantur, at vero puellae iuni oris tam praecipua, tam praeclara pulchritudo nec exprimi ac ne 
sufficienter quidem laudari sermonis humani penuria poterat. Multi denique civium et advenae j 


You can also add control and flexibility to your merges by using a 
variety of other merge codes. These merge codes are like programming 
commands. They are often referred to as merge commands. For 
example, you can use the DOCUMENT command to retrieve a 
specific document into the merged file. Or you can insert a BEEP and a 
KEYBOARD command to have the computer beep and prompt you to 
type information on the keyboard. For more information on merge 
commands, see “Basic Merge Commands” later in this chapter. 


Creating a Form Document 
1 Click Tools » Merge » Create Document. 


2 To use the current document, select Use file in active window, 


then click OK. 
3 To create a new document, select New Document Window, then 
click OK. 
4 To associate a data file, click Associate a data file, specify a file, 
then click OK. 
& Or you cans +.. 
Associate an address book Click Associate an address 
book 
Associate an ODBC data source Click Associate an ODBC data 
source 
Specify no association Click No association 
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5. Format your document and begin typing your form document (for 
example, set margins, then type a letter). 


6 To insert a FIELD code, place the insertion point where you want to 
insert information from a data source, then click Insert Field. 


Specify the field name or number, then click Insert. 


To insert additional fields, place the insertion point where you want 


the field, specify the field, then click Insert. 


9 When you are finished inserting FIELD codes, click Insert and 
Close or Close. 


10 To insert a DATE code, place the insertion point where you want to 
insert a date, then click Date. 


11 To save the form document, click File » Save, specify a filename, 
then click Save. 


Tips 


¢ To merge the form document with a data source, click Merge, 
select a data source and an output, then click Merge. 


Inserting Additional Merge Codes in the Form Document 


1 Place the insertion point in the form document, then click Merge 


Codes. 
Click the code, then click Insert. 


le-click cod 
ge cctcls code 3 Enter the appropriate information for any additional parameters, 


then click OK. 


4 Click Close when you are finished inserting merge codes. 


Tips 


¢ While the Insert Merge Codes dialog box remains on screen, 
you can continue editing the form document and inserting 


merge codes as needed. 


Merging to a Document 


To perform a merge, 


1 Click Tools » Merge > Perform Merge. 
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2 Click Form document. 


3 Click File on Disk, specify a filename, or click Current Document 
or Clipboard, then click OK. 


Type a filename 


\WRIT\640\A\Latin docs for pa 


Or select a location from 
the list button 


batt 


4 Click Data source (if you have not associated a data source with the 
form document), click File on Disk, specify the filename, then click 
OK. 


» Or you can... 


Select an address book Click Address Book, specify the 
address book, then click OK 


Select an ODBC data source Click ODBC, specify the ODBC 
data source, then click OK 


Select the contents of a Click Clipboard 
clipboard 
Not select a data source Click None 


5 To select specific records to merge from the data source, click Select 
Records, then specify the information you want. 


Click Output, then specify a location for the merged file. 


If you select E-mail, specify the field of the e-mail address, type a 
subject line for the message, then click OK. 


8 To create an envelope for each merged document, click Envelopes, 
type the return address, then specify other envelope information. 


9 Click Options to specify page breaks, number of copies, empty fields, 
and display information. 
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Tips 


* To clear all merge options, click Reset. 


Canceling a Merge 


1 Press Escape or Ctrl+Break to stop a merge. 


Merging to a Table 


You can merge data from any source into a table, with each record 
taking up a row and each field marked by a column. To do this, you 
create a table structure and use two merge commands, FIELD and 


REPEATROW. 
1 Click Tools » Merge » Create Document. 


2 Ifyou have an open document, use either the file in the active 
window or a new document window. 


3 Specify which data source, if any, you want to associate the table 
with. 


4 Create a two-row table with as many columns as fields in the merge. 
Type a heading in each cell of the first row. 


Click in the first cell of row 2. 


Click Insert Field on the Merge toolbar. Select a field name and 
click Insert. This field should match the heading you typed in the 
first row. 


7 Press Tab to move to the other cells of row 2. Select a field name 
and click Insert for each cell. When all fields are inserted, click 
Close. 


8 With the insertion point in the last cell of row 2, click Merge Codes 
on the Merge toolbar. Select REPEATROW, click Insert, then 
click Close. 


9 Click Merge on the Property Bar, then click Merge to perform the 
merge. 


Merging to Envelopes 


You can create merged envelopes without first creating a form 
document containing the envelope settings. This means that you can 
create envelopes as you merge another form document document 
(such as a letter), or you can create merged envelopes by themselves. 
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Merging Envelopes with a Data Source 
1 Click Tools » Merge > Perform Merge. 


2 Specify the location of the form document, data source, and output 


file. 


3 To merge selected records only, click Select Records, then specify 
the records. 


Click Envelopes, then specify a return address. 
Click Field. 
Specify a field, then click Insert. 


Nn Oo WU 


To insert additional fields, place the insertion point where you want 


the field, specify the field, then click Insert. 


8 When you are finished inserting FIELD codes, click Insert and 
Close or Close. 


9 To save the address field arrangement, click Add to add the 
arrangement to the Mailing addresses drop-down list. 


10 Use the current envelope definition, or specify a different one. 


1] To change address positions or include the POSTNET® bar code, 
click Options, select the options you want, then click OK. 


12 Click OK, then complete the merge. 


Tips 


¢ When you insert fields in the Envelope dialog, an envelope is 
created for each record or selected record in the data source. If 
you are merging another document, such as a letter, the 

envelopes are placed at the end of the merged file. 


Printing Envelopes with Corel Address Book 

] Open a blank document. 

Click Tools » Merge > Perform Merge. 

On the Data source pop-up list, select Address Book. 
Select an address book from the pop-up list on the right. 


wma > Ww PP 


If you want to select records, click Select Records. In the Corel 
Address Book, drag names from the left side of the window to the 
list box on the right side. When you have finished, click OK. 


6 On the Form document pop-up list, select Current Document. 
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Merging to Labels 


Click Envelopes and select an envelope type. 


Click in the Mailing address text box, click Field at the bottom of 
the dialog box, then select one or more fields and click Insert. 


Arrange the fields. You can press Enter to add new lines, or you can 
delete line breaks by pressing Delete. 


10 Make sure each field is placed correctly, make any other changes to 


the envelope definition, then click OK. 


11 On the Output pop-up list, select the location in which you want 


the merged envelopes. To print each one as it is merged, select 
Printer. 


12 Click Merge. 
13 The envelopes begin on page 2 of the document. Delete page 1 if 


needed. 


When you want to include text on labels in addition to or instead of 
addresses, use the Merge feature. If you want addresses only, you can 
print them directly from the Corel Address Book. 


Merging Labels with a Data File 


1 


wm > w PP 


In a new document window, click Tools » Merge » Create 
Document. 


Specify a form document association, then click OK. 
Click Format » Labels. 
Specify a label definition, then click Select. 


Place the insertion point in the first label where you want to insert a 


field. 
Click Insert field. 
Specify the field you want, then click Insert. 


To insert additional fields, place the insertion point where you want 


the field, specify the field, then click Insert. 


When you are finished inserting FIELD codes, click Insert and 
Close or Close, then finish the merge. 


Merging Labels with an Address Book 


l 
2 
3 


Open a blank document. 
Click Tools » Merge » Create Document. 


Click Associate an address book and select the book from the pop- 
up list, then click OK. 
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Click Format > Labels. 

Select the type of labels to choose from (Laser, Tractor-fed, or both). 
In the Labels list, click a label definition, then click Select. 

Click in the first label, then click Insert Field on the Merge tool bar. 
Specify a field and click Insert. 


Arrange the fields. You can press Enter to add new lines, or you can 
delete line breaks by pressing Delete. 


10 Make sure all fields are placed properly, then click Close. 


11 Click Merge on the Merge tool bar. 


12 Make sure the correct address book is selected. 


13 If you want to select records, click Select Records. In the address 


book, click Address List, then select each record and click Select 
Address. 


14 On the Output pop-up list, select the location where you want the 


merged envelopes. To print each one as it is merged, select Printer. 


15 Click Merge. 
16 Save or print the labels. 


Printing Labels Quickly with Corel Address Book 


Use Corel Address Book to quickly print a list of addresses on labels. 
This method puts only the Name, Address, City, State, and Zip fields 
on the labels. To customize the labels, see “Merging Labels with an 
Address Book” above. 


1 


nN Oo Ww SS WwW Ps 


Open a new document. 

Click Format > Labels. 

Select the type of labels to choose from (Laser, Tractor-fed, or both). 
In the Labels list, click a label definition, then click Select. 

Click Tools >» Address Book. 

Select an address book. 


To select records from one or more address books, click Address 
List, then select each record and click Select Address. 


Click Insert to insert the address records into the labels. 


Save or print the labels. 
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Merging to E-Mail 


You can use a data file, the Corel Address Book, or a database to 
merge information to your active e-mail system. When you merge to e- 
mail, you can create personalized messages for each recipient. 


Create a form document for the message. 
Click Tools » Merge » Perform Merge. 
Click Form document. 

Select the data source. 

Click E-mail as the output. 

Click Merge. 


ao wm FP wo P= 


Tips 


* You must be using an e-mail service to merge to e-mail. 


Basic Merge Commands 


When you put together a simple merge you might not notice any 
merge commands. But these commands are an essential part of merges 
because they instruct Corel WordPerfect 8 on how to combine data 
and forms. Like macro commands, they use a language (syntax), 
variables, and logical operations. 


Some merge commands can easily be inserted in a form document. 
Others require careful placement and the correct use of other 
commands. This section has instructions for inserting the simple 
commands that you might use frequently. For an introduction to the 
programming commands, see “Merge Programming Commands” in the 


Corel WordPerfect 8 User’s Guide. 

A few codes are available to you on the form document and data file 
toolbars, and the other codes are also quickly accessible. 

Using Basic Merge Commands 


1 From the data file or form document, click Merge Codes on the 
Merge toolbar. 


2 Select acommand from the list, then click Insert. 
3 Ifthe command requires parameters, specify them as prompted. 


The following commands are for basic merge needs: 
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BEEP 


DATE 


DOCUMENT (filename) 


KEYBOARD (prompt) 


PAGEOEE 


PAGEON 


POSTNET (string) 


PRINT 
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Causes the computer to sound a beep. 
Use BEEP to alert the user when 
keyboard input is required or to signal the 
end of a process in the merge. 


Inserts the current date in the merged 


file. 


Inserts a document into the merged file. 
Use this to assemble documents by 
adding variable parts of the document. 
For example, you can insert paragraphs or 
sections in a contract by saving them as 
separate files and then inserting them 
with this command. 


Pauses the merge and prompts the user to 
type information. You can use this 
command to insert personalized text in a 
form letter. 


Instructs the merge to not add a hard 
page break after each record. If you are 
merging data to a list on a single page, 
this command ensures that records are 
added.to the next line, not the next page. 


Instructs the merge to continue inserting 
a hard page break after each record. 
Normally a page break is added after each 
record, so you use this command only if 


you have first used PAGEOFF. 
Inserts a POSTNET® bar code in the 


merged document. The string you use 
can be a postal code number or the name 
of a field in the data records that contains 
postal codes. 


Sends each merged document directly to 
the printer, then deletes it. When you 
use this command, the usual page break 
is added after each record. To avoid 
blank pages between each printed 
document, add the PAGEOFF command 
before PRINT. This command is useful 
when you print a large number of 
documents and do not want to create a 
large merge file. 


PROMPT (message) 


QUIT 


REPEATROW 


REWRITE 


WAIT (1/10s of a second) 


Displays a message for the user. This 
command must be followed by the WAIT 
command, which pauses the merge while 
the prompt displays. 

Stops the merge. For example, if the 
merge is paused for keyboard entry, you 
can insert this command from the Merge 
toolbar, and the merge ends. If you use 
QUIT in a data file, the form document 
is written out but no more data is used. 


Inserts a table row for each record in a 
data file. When you merge data into a 
table, use this command at the end of the 
row that includes the FIELD commands. 
See “Merging to a Table” earlier in this 
chapter. 


Rewrites the document window (displays 
the document)so you can see what has 
been merged. Normally a merged 
document is not written to (displayed in) 
the document window during a merge. 
Instructs the merge to pause for the 
amount of time you specify (type a 
number that represents tenths of a 
second (for example, 40 = 4 seconds). 
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From Here... 


Create and use a 
keyboard merge 


Specify merge 
options and 
conditions 


Select specific 
records to merge 


Display or hide 
merge codes 


Advanced merge 
programming 
commands 
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Look in a manual 


Corel WordPerfect 8 
User’s Guide: Mass- 
Producing with 
Merge 


Corel WordPerfect 8 
User’s Guide: Mass- 
Producing with 
Merge 


Corel WordPerfect 8 
User’s Guide: Mass- 
Producing with 
Merge 


Corel WordPerfect 8 
User’s Guide: 
Removing Merge 
Codes from a Form 
Document 


Corel WordPerfect 8 
User’s Guide: Mass- 
Producing with 
Merge 


Look in Help 


CHAPTER 11 


Adding Tables to a 


Document 


Arrange data in a table ae Ce ee 


4 
Milos Gloriosus | 159 | 120 | 173 [165 [113 [9 825 


Phillis Senex 429 [ise [143 [tae [113 [= 764 
HysteriumLycus [117 | 162 [69 | 148 | 123 fe [ne 


‘Summum 405 | 438 1385 | 451 | 349 


Tabula 4. Num et ipsa scientia potestas est 


Use Tables to organize information into columns and rows without 
using tabs or tab settings. 


Creating Tables 


Basic Components of a Table 


A table consists of horizontal rows and vertical columns. These rows 
and columns intersect to create cells. 


A cell is like a small editing window in which you can insert text, 
graphics, numbers, or formulas. The cells in a table are labeled 
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alphabetically from left to right, and numerically from top to bottom. 


Column Honoris Causa 
a Miles Gloriosus | Ep Cell D4 
Hysterium Lycus 7} 42 9 g y Cell E6 


— 


Tips 


* You can also use Tables to create spreadsheets in Corel 
WordPerfect. See “Formatting with Tables” in the Corel 
WordPerfect 8 User’s Guide. 


Creating a Table 
1 Click Insert > Table. 


2 Specify the number of columns and rows you want. 


Click E i , then 


drag to select the 


number of rows and 
Tips 


columns you want 


to create * You can use SpeedFormat to apply a predefined style to the 


table you are creating. For more information, see 
“SpeedFormat for Tables” later in this chapter. 


Converting Tabular Text or Parallel Columns into Tables 


Tabular text is text you have placed in columns using the Tab feature. 
See “Using Tabs and Indents” p. 62. Parallel columns are columns 
created using the Columns feature. See “Adding Columns to a 
Document,” p. 127. 


T Select the tabular or parallel columns you want to convert into a 
table. 


2 Click Insert > Table. 


Click Tabular column or Parallel column. 
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Right-click the 
table, then click 
Delete 


Editing Tables 


Tips 


¢ Tables converted from tabular text may contain extra 
columns. Use the Join or Delete options to remove the extra 
lines. See “Editing Tables” below. 


Deleting a Table 

1 Select an entire table. 
2 Click Table > Delete. 
3 Click Entire Table. 


Tips 


¢ Ifyou delete a table by mistake, click Edit » Undo. 


Use Corel WordPerfect table features to insert and delete rows and 
columns, to move and copy table parts and contents, and to join and 
split specific cells or entire tables. 


Table Property Bar 


When you are working inside a table, the Table Property Bar is 
displayed. The Table Property Bar lets you quickly access the features 
used most when editing tables. 


Change fill color Change outside line 
Change table fill ] 
Select entire table 
Select table row 
Select table column 
Selecting Tables 


You can select a single cell, a group of cells, several rows, several 
columns, or the entire table using QuickSelect. You can also select 
rows, columns, or a table using the buttons on the Table Property Bar. 
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The following table explains how to select various parts of a table using 
a selection arrow, which appears when you place the insertion point 
just below a horizontal line or just to the right of a vertical line. 


To Select 

Cell Display <P or 4} then click 

Column Display a in the desired 
column, then double-click 

Row Display <P in the desired row 
then double-click 

Table Display <P or 4} in any cell, 


then triple-click 


Changing Table Size, Column Widths, and Column Margins 


Use the Ruler options to quickly change table size, column widths, and 
column margins. If you want to specify precise measurements for 
column widths and margins, or if you want to adjust the position of the 
table in the document, see “Formatting with Tables” in the Corel 


WordPerfect 8 User’s Guide. 
1 Click in a table. 
2 Click View > Ruler. 


3 Use the markers and guides to change the table structure. The 
markers and guides are described in the illustration below. 
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rel WordPerfect - R:\WRIT\640\A\Latin docs for page illustrations| HONORISformatted WPD 


Drag the right column 


margin marker to adjust 
Move a table sizing marker the right column margin 
to change the size of a 
table 

Drag the column width 
Drag the left column marker to change column 
page marker to adjust width 
the left column margin 


Use the table sizing arrow 
to quickly change table 
size and column width 


¢ The table sizing arrows and sizing guides are available even if 
the Ruler is not displayed. 


Inserting Columns and Rows 


You can insert rows or columns before or after the insertion point 
position. 


1 Click in a table. 
2 Click Table > Insert. 


3 Click Columns or Rows, then specify the number of rows before or 
after the current insertion point position. 


4 Click Before or After to place the new columns or rows before or 
after the current insertion point position. 


5 To insert a column without adjusting the width of existing columns, 
click Keep column widths the same. 
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‘Tips — 


* Click in a table, then click 1) to insert a new row. 


* New columns or rows contain the same formatting as the 
original column or row. 


Deleting Columns and Rows 
1 Click or select the column or row you want to delete. 
2 Click Table > Delete. 


3 Click Columns or Rows, then specify the number of columns or 
rows (if you did not select them in step 1). 


Right-click the 
table, then click 


Delete 4 To delete only the text or formulas in the cell, click Cell contents. 


5 To delete formulas but leave the formula result, click Formulas 
only. 


Tips 


¢ Ifyou delete a table column or row by mistake, click 


Joining Cells 
1 Select the cells you want to join. 
2 Click Table > Join > Cell. 


When you join cells, the formatting of the top-left cell is used for all of 
the joined cells. 


Splitting Cells 

1 Click the cell you want to split, or select the cells you want to split. 
2 Click Table > Split > Cell. 

3 Click Columns or Rows. 
4 


Click 


select the cells you 


, then 


want to join 


Click 


columns, or 
rows , then click Specify the number of columns or rows you want to have after 
where you want to splitting the cells. 


Split the cell Creating a Table Header Row 


Use Header row to designate a row (or rows) as a header. Header rows 
appear at the top of the table each time the table spans a page break. 
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1 Click the row you want to make a header row, or select several rows 
to specify as header rows simultaneously. 


2 Click Table > Format. 
3 Click Row. 
4 Click Header row. 


QuickFormat for Tables 


Use QuickFormat to copy the format from one table in your document 
to another table. You can also copy the format from one cell to another 
cell or groups of cells in the same table. You can copy lines, borders, 
and fills, as well as text attributes (such as bold and italics). You can 
copy the format of a word, selected text, or of an entire table. 


Copying the Format of a Table 

1 Click or select the table that that has the format you want to copy. 
2 Right-click the table, then select QuickFormat. 

3 Click Characters. 


The mouse pointer changes to a paint brush. 


4 Select the table you want to format. 


5 To turn off QuickFormat, right-click anywhere in your document, 
then select QuickFormat. 
Tips 


¢ If you format the wrong table by mistake, click L24 to undo the 
formatting. 


¢ You can also use QuickFormat to copy the format of text or a 
graphic. See “Formatting a Document,” p. 77, and “Adding 
Graphics to a Document,” p. 147. 


SpeedFormat for Tables 


Use the SpeedFormat table styles to quickly add predefined formats to 
your tables. 


1 Click in a table. 
2 Click Table » SpeedFormat. 
3 Click a table style in the Available styles scroll box. 
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4 To apply the table style to only the current cells of the table (and 
not update if the table size changes), click Apply to styles on a cell 
by cell basis. 


5 To clear any table settings that may exist, click Clear current table 
settings before applying. 


6 Click Apply. 


Tips 


* To list a different group of table styles in the Available styles 


scroll box, click Options » Setup, click the location of the 
table styles, then click OK. 


Lines, Borders, and Fill 


Use the Lines/Fill option to select, create, and edit line, border, and fill 
styles for tables in your document. 


Use a predefined border Albae Gallinae Filius 


and line style, or create 
your own 


TAPHYL 


Fill cells with shades, 
patterns, gradients, and 
colors 


Ores. Nosce a ipsum. Eace quam Ronum ot quam jou are fares 
unquente i captum quod ascanat in ertam. Ub ise fant pacar 
‘clos Ova ve 0 aie sbyas.n sbyasum feat capo, No nea 


Table Lines and Table Borders 


A table consists of two distinct graphics elements: lines and a border. 
Table lines form columns, rows, and cells. The table border surrounds 
the table and masks (but does not erase) the outer table lines. Because 
table lines and table borders are independent elements, you select, 
create, and edit them separately. 
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Table border 


Table lines 


Though masked by the 
table border, the outer 
table still exists 
underneath. 


a 


scores 


Inside and Outside Lines 


When you select a group of cells, there are lines that surround the 
selection (outside lines) and lines within the selection (inside lines). 
You can edit the two types of lines separately. 


‘Corel WordPerfect - Document! 
be Hic 


TTimesNewPomen fiz 3 


Outside lines 


Inside lines 


cy 


ar mane y Se 


fem cy 
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Fill Style Components 


A fill style consists of a fill type (pattern or gradient) and foreground 
and background colors (shaded percentages of a color). Only the 
background colors of a gradient fill display in the document window. 
To view both foreground and background colors, use the Preview 
window on the Properties for Table Lines/Fill dialog box. 


Table Line Format Method 


You can format all table lines at the same time, or you can format the 
lines in specific cells or selected groups of cells. 


Tips 


¢ If thick lines take up cell text space, you can increase row 
height and column width to make room for text. 


Changing a Table Border 


When you select a table border, the border covers the table lines that 
make the border of the table. Other table lines are not affected. 


Click in a table. 

Click Table > Borders/Fill. 

Click Table. 

Click the Border palette, then click a border style. 


Click in a table, click 


£3) then clicklEAs 


Click the Color palette, then click a border color. 


To turn off a border, click the Border palette, then click None. 


nN oO UW FSP Wo PE — 


To save the border settings for use in other tables in the document 
and as the default setting for tables you create in subsequent 
documents, click Initial Settings. 


Tips 


¢ To return to the default border color, click the Color palette, 
then click Use line style color. 


Changing the Lines and Fill of One or More Cells 


You can change or turn off the lines and fill of a singe cell or a group of 
selected cells. 
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1 Click the cell or select several cells you want to change. 
2 Click Table > Borders/Fill. 


3 To treat a selection as one cell, click Outside of current selection. 
For example, if you change the left cell line, the entire left side of 
the selection will be changed. 


4 To apply line and fill styles to each cell in a selection individually, 
click Each cell in selection. For example, if you change the left cell 
line the left cell line of each selected cell will be changed. 


5 Click a line style on the Left, Right, Top, Bottom, Inside, or Outside 
palettes. 


Click the Color palette, then click a line color. 
To turn off a line, click a palette, then click None. 


Click the Fill palette, then click a fill style. 


Ss Co NUN OO 


Click the Foreground and Background palettes, then click a color 
for each. 

Changing the Lines and Fill of a Table 

You can change or turn off the lines and fill of an entire table. 

1 Click in a table. 

2 Click Table > Borders/Fill. 

3 Click Table. 

4 Click the Line palette, then click a line style. 

5 To turn off all table lines, click the Line palette, then click None. 
6 


Click the Color palette in the Default cell lines group box, then 
click a line color. 


| 


Click the Pattern palette, then click a fill style. 


8 Click the Foreground and Background palettes, then click a color 
for each. 


9 To save the line and fill settings for use in other tables in the 
document, and as the default setting for tables you create in 
subsequent documents, click Initial Settings. 
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From Here... 


What else 


Join or split tables 


Format text in a 
table 


Create, delete, 
rename, retrieve, or 
save a table style 


Customize line, 
border, and fill 
styles 


Name tables, 
floating cells, cells, 
columns, rows, and 
a range of cells 


Create spreadsheets 
and floating cells in 
tables 
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-— Lookina manual 


Corel WordPerfect 8 


User’s Guide: 
Formatting with 


Tables 


Corel WordPerfect 8 
User’s Guide: 
Formatting with 


Tables 


Corel WordPerfect 8 
User’s Guide: 
Formatting with 


Tables 


Ceri WordPerfect 8 
User’s Guide: 
Formatting with 


Tables 


Corel WordPerfect 8 
User’s Guide: 
Formatting with 
Tables 


Corel WordPerfect 8 
User’s Guide: 
Calculating with 
Tables 


. | Look in Help 


table styles, retrieve 


table styles, save 


CHAPTER 12 


Adding Columns to a 
Document 


Use Columns to vertically divide text on a page. 


...then starts again at the 
top of the next column. 


Text flows down a column 
fo the bottom of the 


page... 


Types of Columns 


Newspaper columns 


Columns can help you create newsletters, glossaries, scripts, inventory 
lists, or other documents in which you want to divide text vertically on 
the page. 


There are four basic types of columns: newspaper, balanced newspaper, 
parallel, and parallel with block protect. 
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Newspaper Columns 


Text in a newspaper column flows down the column to the bottom of a 
page or column break, then starts again at the top of the next column, 
as it does in a newspaper. See example above. 


Balanced Newspaper Columns 


Balanced newspaper columns are similar to regular newspaper 
columns, but each column is adjusted on the page so they are equal in 
length. 


Columns are the same 
length. 


Balanced newspaper columns 
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Parallel Columns 


Text in parallel columns is grouped across the page in rows. The next 
row starts below the longest column of the previous row. Parallel 
columns are useful for resumes, scripts, charts, or inventory lists. 


A single row 


Paralle! columns 


Parallel Columns with Block Protect 


Parallel columns with block protect keep each row of columns 
together. If a column in one row becomes so long that it moves across a 
page break, the entire row moves to the next page. This same effect 
can be created using tables. See “Adding Tables to a Document,” page 
i oy, 
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Block protect forces the 


entire row to the next 
page. 


Creating Columns 


Parallel columns with block protect 


Tips 


* You can specify as many as 24 columns on a page. 


Converting Exisiting Text into Columns 


It is often easier to create and edit document text before you put it into 
columns. To convert the text to columns, move the insertion point to 
the beginning of the paragraph you want in columns, or select the text 
you want to place in columns. Then follow the steps under “Turning 
On and Defining Columns” below. 
Turning On and Defining Columns 
1 Click in the paragraph where you want columns to start. 

Click Format » Columns > Format. 


2 
3 Specify a number of columns in the Number of columns text box. 
4 


Click Newspaper, Balanced newspaper, Parallel, or Parallel 
w/block protect. 
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» Youcanalso... 


Set a default space between Click Space between 
columns 


Change the space between rows Click Extra line spacing in 
in parallel columns parallel columns 


Specify the width of acolumn, Click Column x 
where x is the number of the 
column (numbered left to right) 


Adjust the amount of space Click Space 
between specific columns 


Keep the width of the current Select Fixed 
column or space regardless of 

width or margin changes in the 

other columns 


Inserting Text in Columns 
1 Place the insertion point in a column. 


2 Type text. 


3 To move the insertion point to the next column, click the mouse in 
the next column. 


Tips 


* You can use all the justication options within column text 


(Left, Center, Right, Full, and All). 


Moving from Column to Column 
To move the insertion point from column to column, 


1 Click the mouse in any column you want. 


> Youcanalso... 


Move to the top of a column Press Alt+Home 
Move to the last line of a Press Alt+End 
column 


Move to the previous column _—~ Press Alt+Left arrow 
Move to the next column Press Alt+Right arrow 


Turning Off Columns 


1 Click the position where you want to turn columns off. 
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2 Click Format » Columns » Discontinue. 


Deleting Columns 
To delete a column definition from your document, 
1 Click View > Reveal Codes. 


2 Move the insertion point just before the column definition code (for 
example, [Col Def]). 


3 Press Delete. 


Drag the column 
definition code out 
of the Reveal Codes 


window 


Tips 


¢ Ifyou delete a column definition code by mistake, click Edit > 


Undo. 


Editing Columns 


The fastest way to change column widths and spacing between 
columns is to drag column guidelines. When you create columns, 
column guidelines show the column,margins and the spacing between 
columns. When you drag column guidelines, a floating status shows 
you the position or width of the columns. 


Editing a Column with Guidelines 


Guidelines display but do not print with the document. 
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Column margin guidelines 
show the width of the 
columns. 


Omnibus 


DME Ts core 
Fece quam bonum ef quam jucundum . 
Abitare fratres in unum. Sicut unquente in 
capitum quod discendit in barbam. Ubi 
solitudinem faciunt pacem appellant ab 
imo pectore ovo usque ad mala abyssus 
abyssum invocat a capite, No teneas 
aurum totum quod splendet ut aurum 


Redime te captum quam queas minimo, 
calcem accessit Acheruntis pabulum. Hoc: 
est vivere bis vila posse priore frui, acta 
ext fabula. Coelum non animum mutant 
qui trans mare currunt ad arbitnum 


Vultus est index animi 
Ad asta per aspera, voluptates 
commendat rarior usus ad calendas 
graecas. Tu ne cede malis sed contra 
audentior ito ad captandum vulgus. Scuto 
bonae voluntatis tuae coronasti nos ad 
eundem gradum. Repente dives nemo 
Olt 


Aval viam inveniam aul faciam bonum 
vinum laetificat cor hominis. Carpe diem, 
quam minimum credula postero et 
cavenat consules ne quid detriment 
fespublica capial. Curae leves loquuntur 
ingentes stupent. De asini umbra 
disceptare et fortiter in re, suaviter in 
modo foran en haec olim meminisse 
juvabit. Gaudeamus igitor jwvenes dum 
sumus. Hoc opus, hic labor est et hoc est 
vivere bis, vila posse pnore Irul. In pace, 
ul sapaiens, aptarit idonea bello, insanus 
omnis furere credit ceteros. Ecce quam 
bonum et quam jucundum abitare fratres 
in unum. Sicut inquente in capitum quod 
discendit in barbam 


Ubi solitudinem faciunt pacem appellant 
ab imo pectore ovo usque ad mala 
abyssus abyssum invocat a capite 


Redime te captum quam queas minimo, 
i Fan 


1 Drag the column margin guidelines to increase or decrease the width 
of columns, or drag the column gutter (space between columns) to 
change the position of the spacing between columns. 


Omnibus 


Nosce te ipsum. 


Ecce quam bonum et quam jucundum 
Abjtare fratres in unum. Sicut unquente in: 
capitum quod discendil In barbam. Ubi 
solitudinem faciunt pacem appellant ab 
imo pectore ovo usque ad mala abyssus 
abyssum invocal a capite. No teneas 
aurum totum quod splendet ul aurum 


Redime te caplum quam queas minimo, | 4} 
calcem accessit Acheruntis pabulum. Hoc 
esi vivere bis vila posse prore frui, acta 

ext fabula Coelum non animum mutant 

qui trans mare currunt ad arbitnum 


Pointer to drag column 
margin guidelines 


Vuitus-ost intex-animt + 
Ad asta per aspera, voluptales | 
commendat rarior usus ad calendas 
graecas. Tune cede malis sed contra 
audentior ito ad captandum vulgus. Scuto 
bonae voluntalis tuae coronasti nos ad 
eundem gradum. Repente dives nemo 


Auat viam inveniam aul faciam bonum 
vinum laetificat cor hominis Carpe diem, 
quam minimum credula postero et 
cavenal consules ne quid detrimenti 
respublica capiat Curae leves loquuntur 
Ingentes stupent. Oe asini umbra 
disceptare at fortiler in re, suaviler in 
modo foran en haec olim meminisse 


sumus. Hoc opus, hic labor est et hoc est 
Vivere bis, vita posse prore frui. In pace, 
ul sapaiens, aptarit idonea bello, insanus 
omnis furere credit ceteros. Ecce quam 
bonum el quam jucundum abitare fratres 
in unum. Sicut inquente in capitum quod 
discendit in baroam 


Ubi solitudinem faciunt pacem appellant 
ab imo pectore ovo usque ad mala 
abyssus abyssum invocal a capile 


Redime te caplum quam queas minimo 
Bini 


Pointer to drag column 


41 gutter 


¢ If column guidelines do not display, click View > Guidelines 
>» Columns. 
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Editing a Column with the Ruler 


You can quickly change column width, left and right column margins, 
and column tabs using the Ruler. 


Drag the column margin 
markers to change 
left/right column margins 


Drag the tab markers to 


inc Illae Lacrimae 


change tabs in a column iioc Genus Omne 


Ecce quam bonum et 
quam jucundum abitare 
fratres in unum. Sicut 
‘unquente in capitum 
quod discendit in 
barbam. Ubi solitudinem 
faciunt pacem appellant 


ad gustum. Horas non aptarit idonea ballo, 

ony nisi serenas et ifisanus omnis lurere Use the Ruler 

‘thodie mihi, cras tibi credit ceteros. Ecce guides for easy 
‘quam bonum et quam di “ 

‘Allissimo quaque jucundum abitare fratres é iting 

flumina minimo sono jn unum. Sicut inquente 

jabi. Magister artis jn capitum quod 

ingeniique largitor venter. discendit in barbam 


1 Click View > Ruler. 


Drag the tab markers to change tabs in a column. 


3 Drag column margin markers to change left and right column 


margins. 


at 


4 Drag column width markers to change column width. 


Formatting Columns 


Hoc Genus Omne 
Ecce quam bonum et 
quam jucundum abjtare 
{ratres in unum. Sicut 


totum quod splendet ut 
aurum. 


Redime te captum quam 


Border around columns 


is vita posse priore frul, 
acta ext fabula. Coolum 
non animum mutant qui 
(rans mare currunt ad 
arbitrium. 


Vultus est index anim! 
rarior usus ad calendas 


graecas. Tu ne code 
mals sed 


tra, 
audentior ito ad 


Repante dives nemo 
factus est bonus et 
memento, homo, quia 
pulvis as et in pulverem 
revertis. Homo doctus in 


‘se semper divitas habet 
ad gustum. Horas non 
mumero nisi serenas et 
hodle mihi, cras tibl 


hoc. Si post facta venit 
gloria non propero, si 
quaris peninsulam 
‘amoenam circumspice 
praeludici, 


A fronto prascipitium 


faclam bonum vinum, 
laetificat cor hominis. 
Carpe diem, quam, 
minimum credula 


stupent. De asini umbra 
disceptare ot fortiter in 
re, Suavitor in modo 


juvenes dum sumus 
Hoc opus, hic labor est 


‘et hoc est vivere bis, 


posse priore frul. In 


Coolum non animum 


mutant 
Qui trans mare curunt 
‘ad arbitrium. Vultus est 
index animi ad asta per 


memento, homo, quia. 
pulvis es et In pulverem 
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Adding a Border to Columns 

1 Click in a column. 

2 Click Format > Columns > Border/Fill. 

3 Click Border, then select a border style. 

4 To change the color, select any options from the Color palette. 
5 


To add a drop shadow, select any options from the Drop Shadow 
palette. 


Adding Fill to Columns 

] Click in a column. 

2 Click Format >» Columns > Border/Fill. 
3 Click Fill, then select a fill style. 
4 


To change the fill pattern, select any options from the Pattern 
palette. 


5 To fill colors, select any options from the Foreground and 
Background palettes. 


Adding Tables to Columns 


Soe 
EXINihifolNibiairit | 


Nosce 
Ecce quam bonum et quam jucundum A fronte 


ipitium 

abltare fratres in unum. Sicul unquente A ergo up! et albo lapillo notare diem 
Jn capiturn quod discendit in barbam. Auat vism Inveniam aut faciam bonum 
Ubi soltudinem faciunt pacem appellant ¥inum taetificat cor hominis. Carpe 
‘ab immo pectore ovo usque ad mala diem, quam minimum credula postero et 
abyssus abyssum invocat a capite. No cavenat consules ne quid detriment 
tenes aurum totum quod splendet ut respublica caplat. Curae leves loquuntur 
surum. ites stupent. De asini umbra 

disceptare et fortiter in re, suaviter in 


mado foran en haec olim meminisse 


Hoseris Cones. juvabit. Gaudeamus igitor juvenes dum 
sumus. Hoc opus, hic labor est et hoc 
st vivere bis, vita posse priore frui 

if i 1. Ubi solitudinem faciunt pacer appellant 
ables created in columns Us sm art acer 
aoe pears ot uae ae 
can be only as wide as the Resin cpm un une eno 
caleem accessit Acheruntis pabulum. 
Hoc est vivere bis vita posse priore frui, 
column Homa tore 
Coolum non anirnum mutant 
Vultus est index anim! Qui trans mare ourrunt ad arbitrum. 
(A eal per Sepee, YOR aan Vultus est index ani imi ad asta per 
nasa er eis, in era a 
reacas, Tu ne cede malts sed contra usus ad calendas graccas. Tu ne cede 
‘sudentior ito ad s. malis sed contra audentior fto ad 
Souto bonae voluntatis tuse coplanchimn Vidgtie Galo bone 
nos ad eundern gradum. Repente dives voluntatis tuse coronasti nos ad 
nemo factus est bonus ot eundem gradum. Repente dives nemo 
homo, quia pulvis es at in pulverom factus est bonus et memento, homo, 
hee 


quia pulvis es et in pulverem reverts, 
Homo doctus in sa semper divitas habe 
Altissimo quaque flumina minimo sono ad quetumy 
labi. Magister artis ingeniique largitor 
Venter et non ignara mall, miseres Horas non mumero nisi serenas et 
PODS aTere sod, Faery pera hodle mini, crss Ul. Altissimo quaque 


Inienicorum laudantes ad hoc. Si post fuming minima sono tabi, Magister artis 
facta vent gloria non propero, si quaris Ingenique largtor venter etnon ignara 
peninsula amoenam croumspice sine 

preeiudco. 


1 Click where you want to insert the table. 
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2 Click Insert » Table. 


3 Specify the number of columns and rows. 


If you want a table to span several columns, place the table in a 
Graphics Text Box. See “Adding Text Boxes to a Document” page 


b4 1. 


Adding Graphics to Columns 


You can add any kind of graphics box to columns. 


A graphics box can span se 
several columns. see aS 


divin habet ed gusta, 


8, Magister ants ingique largiioe 
‘vonlet ct non ignara mall 


Ley non igre 
oles mcctere isos 
+ Peminsim pens 
inimicorum lndantes ad 


( * P bce, Si post fata esit gloria 
con porpeo, st quaris 

tena inimiconun Inidantes ad ce. Sil pot ta vet 

lori non porpero, i quaris pninnslen amcenar 

sraumpice tine practic 


Alviasima quaque Gumina minme sano labl. 
Magister artis Ingenliquelargior Venter 
on ignara mall, miseris succerrere disco 


lactfical core homenis. Carpe diem, quam minimum 
a 


A fronto praecipitium 
‘A tengo lupi et alboIxpillonotare diem. Auat vis 
(veniam aut facarm ten Ve 
| a 
eam on 


A table can span several 
columns if you put the 
table in a Graphics Table 
box. 


1 Click where you want to insert a graphics box. 


See “Adding Columns to a Document,” p. 127. 
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Click Insert » Graphics > Clipart. 


3 Double-click the Clipart image you want to retrieve from the 
Scrapbook™, then click OK. 


4 Make any editing changes to the figure. 


From Here... 


Customize the drop 
shadow color and 


width 


Modify the inside 
and outside spacing 
of a column 
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CHAPTER 13 


Adding Graphics to a 
Document 


Adding Graphics to a Document 


Corel WordPerfect provides a variety of drawings which you can 
quickly insert into your document. In Corel WordPerfect 8, these 
drawings are referred to as Clipart. 


Graphics Box 


When you insert Clipart (or another graphics image), it is placed in a 
box. 


Clipart 


Graphics box 


. ‘ = 
9aErant in quadam civitate rex ut ipsam prorsus deam venerem 
et regina. Hi tres numero venerabantur religiosis 
filias forma conspicuas adorationibus, 


habuere, sed maiores quidem 


« ee is 
natu, quamvis gratissima Tamque proximas civitates et 
specie, idonee tamen attiguas regiones fama per- 


celebrari posse laudibus vaserat deam, quam caerulum 
LS humanis credebantur, at vero profundum pelagi peperit et ros Pe 
A vib I] S puellae tuni oris tam spumantium fluctuum educavit, J 
a sae ” racine, fam mn ‘ iia ie tare = : 
boueves oe pe 
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When the box is inserted into your document, it is also selected so you 
can make changes to its size and location. 


Inserting a Graphics Box Using the Shadow Cursor 


You can quickly insert a graphics box into a document using the 
Shadow Cursor. 


1 Click the document and drag to create the box. 


2 Select the type of graphics box you want. 


Inserting Clipart in a Document Using the Scrapbook ™ 


The Scrapbook™ provides access to the folders that store Corel 
WordPerfect’s extensive collections of Clipart. 


1 Click where you want the Clipart. 
2 Click Insert » Graphics » Clipart. 


3 Double-click the Clipart image you want to insert from the 
Scrapbook, or drag and drop the Clipart image onto the document. 


Drag handles to size the box 


caerulum profundum pelagi peperit et rds 
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' novo caelestium stillarum germine non +, v 
Drag the box fo move It maria sed terras venerem aliam virginali ~ 


flore praeditam pullulasse (Viderwntp. 13). " 
Sic immensum procedit in dies opinio, sic insulas iam proxumas et terrae plusculum 
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deformantur, pulvinaria proteruntur, caerimoniae negleguntur, incoronata simulacra et arae 
Viduae frigido cinere foedatae, 


Puellae supplicatur et in humanis vultibus deae (Viderunt Medicinae p, 20) tantae numina 
placantur, etin matutino progressu virginis victimis et epulis veneris absentis nomen propitiatur, 
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NIMIRUM COMMUNI NUMINIS 


Haec honorum caelestium ad puellae mortalis cultum inmodica translatio verae veneris 


vehementer incendit animos et inpatiens indignationis capite quassanti fremens altius sic secum j 


4 Use the handles to size the box. 
5 Drag the box to move it. 


6 Click outside the box to deselect it and return to your document. 
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Tips 


° In addition to providing access to Clipart, the Scrapbook 
allows you to organize, store, and access your own favorite 


designs, fills, and outlines. For more information, look up 
Scrapbook in Help. 


Adding Text Boxes to a Document 


You can create a text box, change the borders, and add text and fill. 


EXINihifogNihigeit 


Nosce te Ipsum vinum laetificat cor hominis. Carpe 
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Inserting a Text Box 

1 Click where you want the text box. 

2 Click Insert » Text Box. 

3 Type the text in the box, then click outside the box to deselect it. 


Rotating Text in a Box 


You can rotate text in a box in 90-degree increments. 
1 Right-click the text box, then click Content. 


2 Select a rotation option. 
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Adding a Caption 


You can add a caption to a graphic to describe it. When you create a 
caption, it is automatically numbered sequentially unless you change it. 
You can reposition a caption, rotate it, or adjust the width. 


V1. tam forallum nuptiarum 
Rex olim beatus affatu sanctac vaticinationis accepto pigens tristisque retro domum pergst 


‘ipso suo flammeo,’ Sic adfectse dornus tris fi 
luctuque publico conféstim congruens edictrur tustitiarn. 


Sed monitiscaclestibus parendi necessitas misellam 
fh psychen ad destinatam poenam efflagitabat. Perfectis 
G7 igitur feralisthalami cum sumo sollermnibus 


in mone s 


Scro sentitis. Cum gentes et populi celebrarent 
ros divinis honoribus, cum novam me venerem ore 
‘consono nuncuparent, tunc dolere, tunc flere, tune me 


Rotated caption with 
numbering 


plat supremo collocare Sisyphus 


e7itio natus est? 


Fig. 1. 0p 


Sic profata virgo conticuit ingressuque ism valid 
‘pompac populi prosequentis sese miscuit. Itur ad constitutum scopulum montis ardul, cus i 
sume puel 


molliter spirantis zephyri, vibratis hine inde iscinis et reflato simu sensim levatam suo tranqulllo 


Pro Bono Publico  Capitoli IV. p 3 


Creating or Editing a Caption 
] Add a graphics image to your document. 


Right-click the graphic, then click Create Caption or Edit Caption. 


2 
3 To accept the current caption numbering, type new text as needed. 
4 


To edit the caption number and text, delete the current number and 
text, then type new text. 


5 To finish the caption, click File >» Close, or click outside the 
graphics image. 
Tips 


¢ Ifyou delete the number style accidentally, click to restore 
it. 


¢ When creating a caption, you can use other editing features. 
For example, you can change fonts; cut, copy, and paste text; 
and change line spacing. 
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Adding Borders and Fill 


Add borders to graphics 


Add border and fill to 


paragraphs 


Add a page border 


Select an available border 


Customize a border 


You can add borders and fill (or backgrounds) to your graphics, drop 
caps, paragraphs, pages, and columns. 


fustitial 
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Adding Borders and Fill to Graphics 


You can select a predefined border or fill pattern for any graphics box 
(image, text, equation, and so on), or you can customize borders and 


fill. 
1 Right-click a graphic, then click Border/Fill. 


Display fill options 


Box Bord Fill pis 


Display advanced border and fill 
options 


Preview changes before applying 
them 
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2 To select an available border, click the border. 


3 To customize a border, click an available border, specify a Color, 
Line style, Drop shadow; or click Rounded Corners. 


4 Tochange the fill color and pattern, click Fill. 
To select an available fill, click the fill. 


6 To customize a fill, click an available fill, then specify Foreground 
color, Background color, and Pattern. 


7 For additional options, click Advanced, then select from the 
Advanced options. 


8 To apply changes, click Apply to make the changes and leave the 
dialog box open, or click OK to apply the changes and close the 
dialog box. 


Tips 


* You can add borders and fill to paragraphs, pages, columns, 


and drop caps in much the same way. For more information, 
see “Lines, Charts, TextArt, and other Graphics” in the Corel 
WordPerfect 8 User’s Guide. 


Editing Graphics Images 
Use Corel WordPerfect options to change how your graphics images 


look in your document. 


You can resize and move an image, rotate the image, change its color, 
contrast, and brightness, and change a color image to black and white. 


For more extensive editing, you can edit the image in Corel 
Presentations 8 or another graphics application like CorelDRAW™. 


Selecting a Graphics Box 
1 Click the graphics box. 


144 Chapter 13 Adding Graphics to a Document 


Tips 


* Double-clicking a graphics box launches Corel Presentations 
8, or the OLE server for that image. For more information, see 
“Editing an Image in Corel Presentations or OLE Server 
Application” later in this section. 


A selected box has handles for sizing the box. You can also 
drag the box to a new position. 


Sizing an Image 


You can size a graphics box by clicking any of the sizing handles and 
dragging toward or away from the image. Drag the corner handles to 
size the box proportionally. 


Moving an Image 


Once the graphic is selected, you can move it by dragging it to a 
different part of your document, or to another document. 


Changing Image Attributes 
1 Right-click the graphic, then click Image Tools. 


2 Use the following options to edit the image: 


Option Lets You 

Rotate Rotate the image. 

Flip Move the image in the graphics 
box. 

Flip Left/Right Flip or reverse the image on its 
vertical axis. 

Flip Top/Bottom Flip or reverse the image on its 
horizontal axis. 

Zoom Zoom in or out on the image, or 
display the image at its actual size. 

BW threshold Convert a color image to black 


and white and set the blackness 
threshold for the image. 


Contrast Adjust the contrast. 
Brightness Adjust the brightness. 
Fill Make an image transparent so the 


background shows through the 
image, or convert an image to an 
outline with a white fill. 


Chapter 13 Adding Graphics toa Document 145 


Option Lets You 


Invert Colors Change the colors in an image to 
their complementary colors. 


Edit Contents Launch the image’s OLE server 
for extensive image editing and 
drawing capabilities. 

Edit Attributes Make precise settings for attributes. 
For example, you can provide a 
specific Brightness setting. Provides 
access to all attributes settings in 
one dialog box. 


Reset Attributes Restore an image to its original 
settings. 


Tips 


¢ Right-click an option, then click What’s This for more 
information about that option. 


Editing an Image in Corel Presentations or OLE Server Application 
For extensive image editing, you can open Corel Presentations 8. 
1 Double-click a graphics image. 


If you created the image in Corel WordPerfect 8, you launch Corel 
Presentations 8. For more information, see “Working with Shapes,” p. 


aye 
Otherwise, you launch the OLE server that inserted the image. 
2 Use the graphics application package to edit the image. 


3 Once you have finished, click outside the graphics image to return 
to Corel WordPerfect. 


Deleting a Graphics Box 
1 Select the box. 


2 Press Delete or Backspace to delete the box and its contents. 


Tips 


* To restore a box that was just deleted, click L 
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QuickFormat for Graphics 


Use QuickFormat to copy the format from one graphic to another in 
your document. You can copy graphics boxes, lines, borders, and fill. 


Copying the Format of a Graphic 
1 Click or select the graphic that has the format you want to copy. 
2 Right-click the graphic, then select QuickFormat. 


The mouse pointer changes to a paint brush. 


3 Select the graphic you want to format. 


4 To turn off QuickFormat, right-click anywhere in your document, 
then select QuickFormat. 


Tips 


¢ Ifyou format the wrong graphic by mistake, click Edit » Undo 
to undo the formatting. 


¢ You can also use QuickFormat to copy the format of a table or 
text. See “Adding Tables to a Document,” p. 115, and 
“Formatting a Document,” p. 77. 


Creating Drawings and Charts 


You can create drawings and charts for your document. 


Creating a Drawing 


1 Click Insert » Graphics » Draw Picture to open Corel 
Presentations 8. 


2 Create, edit, and modify your drawing. For more information see 


“Working with Shapes,” p. 397. 


3 After you have finished the drawing, click outside the box to 
deselect it. 


Creating a Chart 
1 Click Insert » Graphics » Chart to open Corel Presentations 8. 


2 Create, edit, and modify your chart. For more information see 


“Working with Data Charts,” p. 331. 


3 Once you have finished, click outside the box to deselect it. 
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Adding Graphics Lines 


You can use horizontal and vertical graphics lines to separate text or 
graphics in a document. You can also change the width, length, style, 


color, and spacing of graphics lines. 
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A horizontal graphics line 
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°  rarior usus ad calendas graecas. Tu ne 
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bulum, Hoc est vivere bis vita posse 
priore frui, acta ext fabula Cochum non aniraum 
Mutant qui trans mare currunt ad arbitrium. 


Voluptates commendat. Ratior usus ad calendas 

goecas. Tu ne cede malis sed contra audentior ito 

ad captandum vulgus, Suto bonae voluntats tuse 
ast cund 


A vertical graphics line 


Adding a Predefined Horizontal or Vertical Line 


The Horizontal and Vertical Line features on the Graphics menu are 
quick and easy methods for adding horizontal and vertical lines to a 

document. All line options, such as style, position, length, thickness, 
spacing, and color are predefined. You can, however, move, size, and 


edit a predefined line if you want. 


1 To add a horizontal or vertical line, click on the page where you 
want to add the line. 


2 Click Insert >» Shape >» Horizontal Line or Vertical Line. 


Tips 


¢ To change any of the predefined settings, double-click on the 


line, then change any of the options in the Edit Graphics Line 
dialog box. 
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Drawing a Line By Hand 


You can draw a line by hand that is vertical, horizontal, or diagonal. 
Lines you draw by hand act more like shapes than graphics lines. For 
more information, see “Editing Shapes,” p. 152, and “Other Ways of 
Editing Shapes and Hand-Drawn Lines,” p. 155. 


1 Click Insert » Shape > Draw Line. 


2 Drag across the area of your document where you want the line to 
appear. 


Tips 


¢ You can add arrow points to ends of hand-drawn lines, but you 
cannot add them to graphics lines. For more information, see 
“Other Ways of Editing Shapes and Hand-Drawn Lines,” p. 
190) 


Creating a Custom Graphics Line 


The Custom Line option lets you create a graphics line with the exact 
style, position, length, spacing, thickness, and color you want. 


1 Click on the page where you want to add a graphics line. 
2 Click Insert » Shape > Custom Line. 


3 Choose from the following options. 


Line Option Lets You 

Line Type Specify a horizontal or vertical 
line 

Line style Select a predefined line style or 
create a new one 

Line color Use the line color specified in the 
current line style, or select a new 
color 

Line thickness Use the line thickness specified in 


the current line style, or select a 
new line thickness 

Spacing above line Specify the spacing above the line 
if you select a horizontal line and 
specify a vertical position using 
Baseline 
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Line Option 


Spacing below line 


Length 
Horizontal Position 


Vertical Position 


Tips 


Lets You 

Specify the spacing below the line 
if you select a horizontal line and 
specify a vertical position using 
Baseline 

Specify the length of a line 
Specify the horizontal position of 
a line 

Specify the vertical position of a 
line 


¢ Right-click an option, then click What’s This for more 
information about that option. 


Cutting, Copying, and Pasting a Graphics Line 


Right-click the 
graphics line, then 
click Cut or Copy 


3 Click Edit > Paste. 
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1 Click the graphics line, then click Edit » Cut or Copy. 


2 Click where you want to paste the line. 


Moving and Sizing a Graphics Line 
1 Click the graphics line you want to move. 


2 To use a mouse, drag a sizing handle to expand or shrink the line, or 
drag the line to a new location. 


Drag this handle to change 
both the line thickness and 
line length 


Eoce quam bonum et quan 1woundum abitare fratres in 
unum. Sicut unquente m capiturn quod discendit in oram. 


Drag this handle to change 
the line thickness 


Right-click the 
graphics line, then 
click Delete 
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Selected horizontal line 
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inimicorum laudentes ad hoe. Sit post fata venut gloria nor: 


mali, misens succurrere disco, Pessimum genus 2 
talendas graecas Tune cede malis sec contra audentior 
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3 To specify an exact position for a horizontal line, right-click the 
graphics line, then click Edit Horizontal Line. Use the Edit 
Graphics Line options to move and size the line. 


4 To specify an exact position for a vertical line, right-click the 
graphics line, then click Edit Vertical Line. Use the Edit Graphics 
Line options to move and size the line. 


Deleting a Graphics Line 
1 Click the graphics line you want to delete. 


2 Press Delete or Backspace to erase the line. 


Tips 


¢ To restore a deleted graphics line, click L 
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Creating Shapes 


You can insert shapes into your document to add visual appeal. 


Pol ; Rounded rectangle 
‘olygon 
: - Arrow 
Circle 
————— Ellipse 
Square 


Editing Shapes 


Inserting a Shape 
1 Click Insert > Shape, then select the shape you want to insert. 


2 Ifnecessary, drag across the area of your document where you want 
the shape to appear. 


For example, if you are drawing a rectangle or circle, drag across the 
area where you want that shape to appear. If you are drawing a polyline 
or polygon, drag and click to build the shape, then double-click to 
complete the shape. 


Tips 


¢ Ifyou select Vertical Line or Horizontal Line, a line is 
inserted at the insertion point that spans the width or height 
of the page. For more information, see “Adding Graphics 
Lines” earlier in this chapter. 


You can constrain a line or rectangle shape by holding down 
the Shift key while drawing the object. Holding Shift while 
you draw a line lets you insert precise horizontal, vertical, or 
diagonal lines. Holding Shift while you draw a rectangle object 
lets you draw a square object. 


When you finish drawing a shape, the object is placed in a graphics 
box. You can drag the selected object to move it, or you can drag the 
handles to size it. When you select a drawn shape, you can select 
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options on the Property Bar to edit it. You can also right-click the 
shape to edit it. 


Editing a Shape using Right-Click 

1 Right-click the shape and choose one of the editing options to 
change its attributes. 

Choose To 


QuickFormat Copy the format of a shape. You 
can then paste that format on 
another shape. 


Position Position a shape on the page. 

Size Size a shape with specific 
measurements. 

Border/Fill Add borders around a shape. You 


can also add shading, a pattern, or 
a gradiant fill style to a shape. 


Wrap Wrap text around a shape. 


Changing the Pattern and Color 


You can change the color of the shape itself or of the line surrounding 
the shape. If you have added a pattern to the object, you can change 
the foreground and background colors. For example if you add a brick 
pattern to your object, you can select a background color for the bricks 
and a foreground color for the mortar between the bricks. 


If you have added a shadow to the shape, you can change its color as 
well. 


1 Click the object to select it. 


2 Click | & , then select a pattern from the fill palette on the 
Property Bar. 


3 Click [41 or [Ra , then select a color from the Foreground or 
Background color palettes on the Property Bar. 


Tips 


¢ There are two white shades in the upper-right side of the color 
palette. The top shade of white makes the foreground or 


background color transparent, which means you can see 
through the object to the text or object behind it. The shade 
of white below it is solid white. 
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Editing Points 


After you have drawn a shape, you can reshape it by moving the 
points. 


1 Right-click an object, then select Edit Points. 


2 Drag any of the points to resize. 


Arranging and Ordering Shapes 


If you have two or more overlapping shapes, you can arrange their 
order by moving them in front of or behind other shapes. 


1 Right-click an object, select Order, then select an ordering option. 


Option Description 

Front Moves the selected box to the 
foreground 

Back Moves the selected box to the 
background 

Forward One Moves the selected box closer to 
the front of the stack 

Back One Moves the selected box closer to 

* the back of the stack 
Grouping Shapes 


If you want your drawn shapes to be consolidated into one object that 
can be easily moved or sized, you can select and group the shapes. 


1 To select the graphics boxes you want to group, hold down the Shift 
key and click them. 


2 Right-click one of the selected boxes and select Group. 


The grouped boxes are now connected. When you click one of the 
shapes, one set of sizing handles appears around the grouped boxes. 


3 If you want to separate the objects so that you can edit one of the 
shapes individually, right-click one of the boxes and choose 
Separate. 
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Other Ways of Editing Shapes and Hand-Drawn Lines 


You can add different types of arrows to hand-drawn lines, reverse the 
direction of arrows, add shadows to your shapes, and edit your objects 


in a number of other ways. 


Hand-drawn line with matching 
arrows on the ends 


Polygon with shadow 


® Youcan... 


Add arrows to the ends of 
your line 


Reverse the direction of an 
arrow shape 


Change the flow of text 
around an object 


Add a shadow to the shape 


Arrow with different 
starting and ending points 


Select the line, click or ; 


then select a type of arrow from 
the Arrow Start or Arrow End 
palettes 


Select the arrow, then click 2 


Click , then select how you 
want text to wrap around the 
shape — 
Select the object, click = , then 
select a shadow type from the 


Shadow palette on the Property 
Bar 
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Using the Equation Editor 


Corel WordPerfect 8 has a new, simplified, equation editor. Use the 
Equation Editor to create and edit mathematical, scientific, or business 
formulas and expressions to include in your documents. 


ve -btb*-4ac 


2a 


Equations 


The Equation Editor does not solve equations for you. Rather, it creates 
graphical representations of equations and expressions for your 
documents. 


Tips 


* Corel WordPerfect includes two equation editors. To use the 
WordPerfect 5.1 - 7 Equation Editor, click Tools > Settings > 


Graphics » WordPerfect 5.1 - 7 Equation Editor. For more 
information, see “Using Equations” in the Corel WordPerfect 8 
User’s Guide, or look up equation editor in Help. 
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Right-click the 
equation box, then 
click Equation 

Object > Edit 


Creating an Equation 
1 Click where you want the equation to appear. 


2 Click Insert >» Equation. 


+-@][>e1] oe encl[ao2] ane] 
2D Seo) sof oli v= =| 


(ol 1 WordPerfect 8 Equation Editor 


3 Select the templates and symbols for your equation. 


Equation Editor automatically adjusts sizing, spacing, and positioning 
of individual elements in the equation in accordance with the rules of 


mathematical typesetting conventions. 


4 When you are finished with the equation, close the Equation Editor 


dialog box. 
Editing an Equation 


1 Double-click the equation box. 
2 Make any editing changes. 
3 Close the Equation Editor dialog box. 


Deleting an Equation 
1 Select the equation box. 
2 Press Delete. 
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Adding Drop Caps 


Use the Drop Cap feature to enlarge the first character, letters, word, 
or words of a paragraph. 


Iamque Proximas Civitates 
et Attiguas 
Regiones Supra 


ic profata virgo conticuit ingressuque iam valido pompae populi prosequentis sese 
miscuit. Itur ad constitutum scopulum montis ardui, culus in summo cacumine sta- 
tutam puellam cunct deserunt, taedasque nup- 
tiales, quibus praeluxerant, ibidem lacrimis suis 
extinctas relinquentes deiectis capitibus dom- 
uitionem parant. Et miseri quidem parentes 
eius tanta clade defessi, clausae domus 
abstrusi tenebris, perpetuae nocti sese dedidere. 
Psychen autem paventem ac trepidam 
et in ipso scopuli vertice deflentem 
mitis aura molliter spirantis zephyri, 
vibratis hine inde laciniis et reflato 


Drop cap 


Drop Caps are visually appealing, drawing a reader’s attention to the 
beginning of a story or chapter or to the start of a new article in a 
newsletter, brochure, or flier. 


Creating a Drop Cap 


There are two methods for creating a drop cap. You can either create it 
as you begin typing a new paragraph, or you can create it for a 
paragraph that is already typed. 


1 To create a drop cap in an existing paragraph, place the insertion 
point in the paragraph, then click Format » Drop Cap. 
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2 If you want, click the Drop Cap Palette, then select a different 
predefined drop cap style. 


ORES SOMERTON SES EEE NEL TR 


ah Cap palette 


3 Click Close. 


Your drop cap is now complete. You can continue adding new text to 
the paragraph, or make changes and adjustments to the existing 
paragraph without affecting the drop cap. 


Tips 


¢ You can change the way your drop cap looks. See “Drop Caps” 
in the Corel WordPerfect 8 User’s Guide. 


Adding Watermarks 


Use Watermark to add a drawing behind printed text. 


BETA 


Karol Kovarie 
9 

120 11 Prague 2 

Czechoslovakia 


Karol Kovaric, 


For in quadar cvitate rx ect ves re mero filias forma conspicussbabuer, sed 
in, ie enka ome i i mans 


Watermark = 


Betula” 
Oceidentalis 
| Pendula 


Papifers 


praet defor 
mata simulacra et arse viduse frigido cinere foedatae 


Ex temporaneo, 
Pacwdolos Hysterium 
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Watermark A and Watermark B 


Watermarks function in the same way as headers and footers. You can 
use two different watermarks at any place in your document. You can 
also have them appear on alternating pages. 


Watermarks are specified as A or B. You can have several different 
Watermark A’s and B’s in a document, but you can have only two 
watermarks active on any given page. 


Watermark Functions 


When you create or edit a watermark, you can access many of the 
functions available in the normal document window. For example, you 
can do any of the following: 


Create tables or text columns 

Change the font style and point size 

Cut, copy, and paste text 

Change text justification, alignment, and spacing 
Add graphics lines and images 


Dimmed features on the pull-down menus are not available. 


Creating a Watermark 


1 Place the insertion point where you want the watermark to first 
appear. 


Click Insert » Watermark. 
Click Watermark A or Watermark B. 
Click Create. 


Click IGI, then click the pages where you want the watermark to 
first appear. 


6 Click [e] then specify the path and filename of an image file to use 


as a watermark. 


wm > @w PP 


7 Click [ll to return to your document. 


Turning Off a Watermark 
You can turn off a watermark at any point in your document. 


1 Place the insertion point where you want to discontinue the 
watermark. 


2 Click Insert >» Watermark. 
Select the watermark you want to turn off. 


4 Click Discontinue. 
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From Here... 


. “What else - 


Adjust graphics box 
position and size 


Use and create 
graphics styles 


Create custom 
graphics line styles 


Graphics lines 
between columns 


Create reverse text 
in text box 


Customize a drop 
cap 


Edit watermark 
image 


Specify pages for 
watermark 
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CHAPTER 14 
Putting Macros to Work 


Use Corel WordPerfect macros to record commands that perform tasks 
automatically. A macro executes a series of instructions in Corel 
WordPerfect. For example, you can create a macro that retrieves a file, 
gives it a new name, and saves it in another format. Then, at any time, 
you can play the macro again to repeat the action. 


Corel® WordPerfect® Macro Language 


Macros are files with instructions written using PerfectScript™, the 
common macro language for all applications in the Corel WordPerfect 
Suite. This is a command-based language, which means that Corel 
WordPerfect records the results of keystrokes or mouse selections 
instead of recording the keystrokes themselves. For example, instead of 
recording each keystroke involved in changing the top margin of your 
document to 2 inches (5.1 cm), Corel WordPerfect records the 
command MarginTop (MarginWidth: 2.0”). These product commands 
are specific to each application. 


PerfectScript also includes programming commands that direct the 
function of the macro. These commands let you create macros that can 
prompt for user input, make decisions, access system variables, and so 
on. Most people do not need to understand programming commands to 
use macros. Recording and playing macros can speed up routine tasks, 
but when you use programming commands with product commands, 
you can automate long, complex tasks. 


In addition, you can include the functionality of other applications in 
Corel WordPerfect Suite 8 with the PerfectScript language. A macro 
written in one application can open another application and perform a 
task. This gives you another tool for using the applications in the suite 
together. 
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Tips 


* Corel WordPerfect 8 includes an online macros manual called 
Macros Help. Macros Help contains information about macro 
commands and their syntax, with additional instructions and 
examples for using macros. To access Macros Help, click Help 
> Help Topics » Contents, double-click Macros, then click 
Macro Programming. 


Recording a Macro 
1 Click Tools » Macro > Record. 
2 Type aname for the macro to be saved. 
Corel WordPerfect assigns a .WCM extension to the filename for you. 
3 Click Record to begin the recording session. 


You are returned to the document window. The message “Macro 
Record” displays on the Application Bar while you are recording the 
macro. 


4 Use Corel WordPerfect as you normally would. 


Corel WordPerfect records commands and text you type from the 
keyboard, as well as selections you make using the mouse. However, 
while a macro is recording, you cannot use the mouse to position the 
insertion point in the document window; you must use the keyboard 
instead. 


5 To stop recording, click Tools » Macro > Record. 


Tips 


¢ To pause a macro you are recording or playing, click Tools > 
Macro » Pause. To continue recording or playing the macro, 


click Tools » Macro » Pause again. 


Recording a Template Macro 


A template macro is a macro attached to a template. It can be played 
only from that template and is not listed with your standard macros. 
Template macros are saved as part of the template file they are 
attached to. 


1 Click Tools » Template Macro > Record. 
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2. Click Location, then specify a place where you want the macro to be 
stored. 


3. Type a name for the macro to be saved. 
4 Click Record to begin recording the macro. 


Use Corel WordPerfect as you normally would. Corel WordPerfect 
records commands and text you type from the keyboard, as well as 
selections you make using the mouse. However, while a macro is 
recording, you cannot use the mouse to position the insertion point in 
the document window; you must use the keyboard instead. 


5 To stop recording, click Tools » Template Macro > Record. 


Playing a Macro 


Corel WordPerfect includes several macros that are ready to use. For 
example, there are macros that create reversed text (white letters on a 
black background), change footnotes to endnotes, and print a list of all 
fonts available on your computer. These macros are stored in the 
default folder for macros, so they are listed when you complete step 1 
below. 


1 Click Tools » Macro or Template Macro > Play. 
2 Select the macro, then click Play. 


» You can also play a macro by... 


Adding the macro to a Right-click the toolbar and click Edit 

toolbar > Macros » Add Macro, then select 
a macro from the file list. A macro 
button appears on the toolbar. 


Assigning a Ctrl+x Name the macro with the filename 

keystroke to the macro Ctrlx.wcm, where x is one character 
on the keyboard. You can also use 
Ctrl+Shift keystrokes with the 
filename CtrlSftx.wcm. To play the 
macro, press the key combination 
you have chosen. 


Assigning the macro to any Click Tools » Settings » Keyboard, 

keystroke select a keyboard, then click Edit. 
Select the shortcut key that will play 
the macro, click Macro > Assign 
Macro to Key, specify the filename 
of the macro, then click Select. 


Playing a macro repeats the actions you recorded. 
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Tips 


¢ The Macro menu displays the last four macros you played. 
Click Tools » Macro or Template Macro, then select the 


macro you want to play. 


Editing a Macro 


Sometimes it is necessary to edit a macro by adding new commands or 
modifying existing ones. When you edit a macro, the Macro Edit and 
Template Macro Edit toolbars provide on-screen access to the 
command inserter and other macro functions. 


Macro Edit toolbar 


1 
2 
3 
4 
5 
6 


Click Tools » Macro or Template Macro > Edit. 


Specify the name of the macro you want to edit. 
Click Edit. 


Type new commands or edit existing ones. 


Click Commands, 


To stop editing, click Options » Close Macro. 
then select a macro 


Click Yes to sav iti 
aan o save the macro and close the editing window. 
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From Here... 


Record and play a 
QuickMacro 


Use the Macro 
Command Inserter 


Compile a macro 


Convert a macro 


Troubleshoot 
macro problems 


Macro commands 
and syntax 


Insert macro 
commands by hand 
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CHAPTER 15 


Building Internet 
Documents 
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Corel WordPerfect web document enya in Netscape Navigator A 0 


Use Internet Publisher to 


¢ Create and edit HTML documents for the Internet or a 
corporate intranet 


¢ Launch Netscape Navigator™ to browse the Internet or a 
corporate intranet 
With Internet Publisher you can create a document that describes your 
company’s goods and services—or your personal interests—and put it 
on a web-enabled file server where anyone can view it on the Internet. 
Or, you can create an employee handbook for your company and put it 
on the internal corporate intranet. 
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The World Wide Web, the Internet, Intranets, Extranets, File Servers, and Browsers 


The World Wide Web (or Web) refers to a large collection of 
documents linked through a global computer network called the 
Internet. Most people use the terms Internet, World Wide Web, and 
Web interchangeably. 


An intranet is a corporate network of computers that uses Internet 
technology to access and manage internal documents. 


An extranet is a corporate network of computers that is available to 
strategic business partners globally on the Internet. 


The Internet, intranets, and extranets all use web-enabled file servers 
and browsers. 


File servers give you access to web documents by “serving” them up to 
your computer. 


Browsers display web documents on your computer and follow 
hypertext links to jump from one document to another. 


Internet Requirements 
To browse (view) documents on the Internet, you need 


¢ A computer configured fora TCP/IP network 

e An installed modem or other network connection 

¢ Installed browser software such as Netscape Navigator 

e An account with an Internet service provider through your 
TCP/IP network connection 


To make a document available on the Internet, you need access to a 
web server. See your network administrator or online service provider 
for assistance. 


Intranet Requirements 


To browse (view) documents on a corporate intranet, you need 


¢ A computer configured for a TCP/IP network 
¢ A network connection (or an installed modem if you are off site) 
¢ Installed browser software such as Netscape Navigator 


To make a document available on a corporate intranet, you need 
access to a web server. See your network administrator for assistance. 


Extranet Requirements 


To browse (view) documents on a corporate extranet, you need 


¢ A computer configured for a TCP/IP network 

¢ A network connection (or an installed modem if you are off site) 
° Installed browser software such as Netscape Navigator 

* Access rights to browse another company’s corporate network 
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To make a document available on a corporate extranet, you need 
sufficient rights to publish to another company’s web server. 


Creating Internet Links in a Document using QuickLinks 


When you enter text that begins with “www,” “ftp,” “http,” or 
“mailto,” QuickLinks automatically converts it to an Internet link. Or, 
you can type a QuickLinks word to automatically create an Internet 
Link. For example, when you type “Corel,” QuickLinks will link it to 
“www.corel.com,” the Corel home page. 


Adding QuickLinks Words 
1 Click Tools » QuickCorrect >» QuickLinks. 


2 Type the word you want to add in the Link Word text box, then 
type the URL in the Locaton to link to text box. 


3 Click Add Entry. 
Using QuickLinks 


1 Type text that begins with “www,” “ftp,” “http,” or “mailto,” or type 
one of your QuickLink words. 


2 Double-click on the QuickLink term to view the Web site in 
Netscape Navigator, or another Internet browser. 


Tips 


¢ You can insert QuickLinks into documents directly from the 
QuickCorrect dialog box. Click Tools » QuickCorrect > 
QuickLinks. Select the link, then click Insert Entry. 


Deleting QuickLinks Words 
1 Click Tools » QuickCorrect » QuickLinks. 


2 Select the entry you want to remove, then click Delete Entry. 


Creating a Web Document 


Browsers view documents in Hypertext Markup Language (HTML) 
format. These HTML-based documents are known as web documents. 
You can use Internet Publisher to create new web documents or 
convert existing Corel WordPerfect documents into web documents. 
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Creating a New Web Document 
Click File » Internet Publisher. 
2 Click New Web Document. 


3 Double-click the blank web document template, or any web 
template you have created. 


4 Add headings, paragraphs, lists, tables, hypertext links, and so on. 
5 Click File > Save. 
6 Specify a path and filename. 


This saves the web document in Corel WordPerfect format with 
HTML equivalents. 


Double-click the Web Page Expert for a template with 
customizing options. 


¢ To see how a template looks, select a template, then click 
View. 


Formatting an Existing Document for the Internet 


To prepare an existing Corel WordPerfect document for publication to 
HTML, you must first format it as a web document. This process 
deletes codes that are not supported in HTML and displays the 
document in the Web Editor, where it looks similar to the way it will 
look in HTML. 


1] Ina regular Corel WordPerfect document, click File > Internet 
Publisher » Format as Web Document. 


2 To preview your document in Netscape, click View > View in Web 
Browser. 


When you format an existing document as a web document, codes that 
are not supported in HTML are deleted, and the effects of other codes 
are modified to HTML equivalents. 


Publishing to HTML 


When you publish to HTML, a copy of the document is created in 
HTML format with a .HTM extension. Images and sound clips are 
saved in a folder named with the document filename plus a .HTG 
extension. 


1 Click File > Internet Publisher » Publish to HTML. 
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Java™ Applets 


You can embed Java™ applets into a document. Java applets are 
programs that are downloaded over the Internet and run on your 
machine using a Java-enabled web browser, such as Netscape 
Navigator. A basic understanding of Java programming is useful for 
creating and embedding Java applets. For more information, see 
“Internet Publisher and SGML” in the Corel WordPerfect 8 User’s 
Guide, or look up Java applets in Help. 


Embedding Java Applets in a Web Document 


] 


2 
3 
4 


In a web document, click where you want to insert the applet. 
Click Insert > Java > Create Applet. 
In the Class box, type the name of the class file that loads the applet. 


If the class file is not in the same directory as the web document, 
type the name of the class file directory in the Code Base box. 


Specify a width and height for the applet bounding box (these are 
required). 

To include alternative text for web browsers that are not Java- 
enabled, type the text in the Alternative Text box. 


To specify additional parameters for the applet, click Parameters and 
add any additional information, then click OK. 


Viewing Java Applets 


7 
34} to view the applet in a web browser. 


Click IE 
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Web Editor 


When you create a new web document, or format an existing 
document as a web document, you open the Web Editor. The menus, 
dialog boxes, toolbar, and Property Bar of the Web Editor contain 
formatting options that have HTML equivalents. Corel WordPerfect 
codes are converted to HTML tags when you publish the document to 
HTML format. Browsers interpret HTML tags to display headings, 
paragraphs, lists, and tables. 


Select a heading level or 
paragraph style 
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Web Editor 


Editing a Web Document 
Specifying a Title 


If you do not specify a title, the text of Heading 1 is used. If there is no 
Heading 1, then the first occurrence of Heading 2 is used, and so on. 


1 In the Web Editor, click Format » HTML Document Properties > 
Title. 


2 Click Custom title and type a title, or click First Heading. 


Creating Headings 


Six levels of headings are available. The main heading is Heading 1. 
Use Headings 2 and 3 for major headings, and headings 4-6 for sub- 
level headings. 


1] Inthe Web Editor, click Format > Font. 


2 Select a heading level and appearance options, then click OK. 


3 Type heading text. 
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Click 


select Normal 


, then 


4 To end a heading, press Enter. 


Tips 


* You can also select text, then proceed with steps 1-2. 


Creating Paragraphs 


When you format an existing document as a web document, tab and 
indent codes are replaced by spaces. When you create a new blank web 
document, the default paragraph style is normal. 


A hard return between normal paragraphs creates a double-spaced 


blank line. 


To insert a line break without ending a paragraph, click Insert » Line 
Break. 


To resume normal text after a list, indented quotation, or address 
paragraph, 


1 Press Enter. 


2 Click Font/Size » Normal on the Property Bar. 


Creating a Paragraph Indented on Both Sides 
1 Inthe Web Editor, click Format » Font. 


2 Select Indented Quotation and any appearance attributes, then 


click OK. 
3 Type text. 


4 Toend the indented quotation, click Font/Size on the Property Bar, 
then click a heading level or paragraph style. 


Creating Web Columns 

1 Inthe Web Editor, click Columns. 

2 Specify the number of columns (2 - 5). 

3 To insert text in columns, place the insertion point in a column and 
type text. 


4 Tomove the insertion point from column to column, click the 
mouse in any column you want. 


5 To format columns, click Columns > Format. You can increase or 
decrease the number of columns, specify column width, or modify 
the spacing between columns. 
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Press F9, select 
Address, then click 
OK 


6 To turn off columns, click Columns » Columns Off. 


Creating HTML Tables 
1 Inthe Web Editor, click Tables. 
Drag to select the number of rows and columns you want to create. 


To insert text, click in a cell and type text. 


> GW PP 


To move the insertion point from one cell to another, click the 
mouse in any cell you want. 


5 To format a table, click Table » Format, then select the formatting 
Options you want. 


6 To delete a table, select the table, then click Table > Delete. 


Tips 


¢ In Corel WordPerfect 8, HTML tables are almost as versatile 


and powerful as regular tables. See “Internet Publisher and 


SGML” in the Corel WordPerfect 8 User’s Guide. 


Creating an Address Paragraph 


Internet documents often include the author’s name and e-mail 
address, or street address and so on at the end of the document. 


1 Click Font/Size Address on the Property Bar. 

2 Type your name and address information. 

3 To end the indented quotation, click Font/Size on the Property Bar, 
then click a heading level or paragraph style. 

Creating Bulleted and Numbered Lists 


A list is a series of related items in outline format. Bulleted list items 
begin with a bullet, and numbered list items begin with numbers in 
outline sequence. 


Browsers control 


* Bullet shape and size 
¢ Number format (Arabic numbers, Roman numerals, and so on) 
¢ Indentation distance 


1 Click Format > Font > Bullet List or Numbered List. 
2 Type the text and press Enter. 
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Creating a Definition List 


A definition list is a series of names or titles, each of which may be 
followed by one or more indented “definition” paragraphs in outline 
form. 


Use the Outline feature bar to 


¢ Change the level of the current list item 
* Collapse or expand list levels 
¢ Hide or display body text 


To display the Outline feature bar, click Tools » Outline. 


Tips 


¢ Press Tab or Shift+Tab to promote or demote the level of list 
items. 


1 Click Format > Font > Definition List. 
2 Type a list item title or name, then press Enter. 


3 To add a definition paragraph, press Tab, type the text, then press 
Enter. 


4 To create the next list item, press Shift+Tab, then type the text. 

5 Toend the list, press Enter, click Font/Size on the Property Bar, 
then click a heading level or paragraph style. 

Creating Hyperlinks 


You can create a hyperlink that will jump from one web document to 
another on the Internet. 


1 Click [HEM > Create Link. 


2 Type the URL of the Internet document you want to link to in the 
Document text box. 


Tips 


¢ You can also link to a specific location in a web document by 


jumping to a bookmark. See “Internet Publisher and SGML” 
in the Corel WordPerfect 8 User’s Guide, or look up bookmark 
in web document in Help. 
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Changing Color of Hyperlinks. 


1 Click Format » HTML Document Properties » Text/Background 
Colors. 


2 Click a link color palette, then select a color. 


Changing Text Color 
1 Click Format » HTML Document Properties » Text/Background 
Colors. 


2 Click the Text color palette, then select a color. 


Changing Background Color/Wallpaper 


1 Click Format » HTML Document Properties » Text/Background 
Colors. 


Click the Background color palette, then select a color. 


3 To use a wallpaper image as a background, specify a wallpaper image 
path and filename. 


Tips 


s 


¢ To return your HTML document colors back to the default 


colors, click Format » HTML Document Properties » 
Default. 


Graphics Lines 


You can specify the length and width of only horizontal lines in web 
documents. Vertical lines are not supported. 


Adding a Form to a Web Document 


A form is the interactive element of a web document. It is used to get 
information and gather feedback. Perhaps you need to get names and 
addresses of potential customers. Or, you may want to know what the 
people in your company think about a new corporate policy. 


Use Internet Publisher to add a form to a web document. You build a 
form by inserting form fields into your web document. Form fields 
include text areas, radio buttons, check boxes, and selection lists. 
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Combo-box list 


Radio buttons 


The Internet Publisher does not provide a server-side gateway program 
to process the information gathered from the form. Rather, it is a tool 
for creating and editing form fields. See “Making a Form Work” below. 


Ars Longa, Vita Brevis 


Multi denigue civium 


Bhicetnune 4@ 


© © huis caronat opus ©) 


ce ‘ 
Sic immensum procedit ‘ 
© © forvan et haec olim meusinixe invabit @ aw, : 


© © fortma facet fortibus @ 


NiMIRUM COMMUNI NUMINIS: 


Selection list 


QOD RH. SO ROR 


SEWER Wee 


Web dent with form fields 


Making a Form Work 


In order for a form to function, you need to send the information from 
a form to a Common Gateway Interface script for processing. A CGI 
script is a server-side program that processes data. The CGI script 
needs to be set up in such a way that it understands what information 
is coming from the form and what to do with the information once it 
gets it. For example, the CGI script may take the information from a 
form and create a web document for you to view in your browser. It is 
important that both the form and the CGI script are built to correctly 
work together. You can create your own CGI script, but that involves 
complex programming. Fortunately, many web server products provide 
the necessary CGI scripts to make a form work. 


Designing a Form 

Building a form with the Internet Publisher is fairly straightforward. 
Designing a good form is more difficult. Start with a list of the 
information you want to gather. Then sketch out a basic form design 
on a piece of paper. Make sure each field on the form is necessary and 
that you have chosen the right field for the job (if you can choose only 
one item out of three, then you need to use radio buttons). It is 
important that the form is not too cluttered or complex. Finally, show 
your design to someone else to get feedback before you actually create 
the form. 
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Creating a Form 

To add the form fields and modify field properties, 
1 Inthe Web Editor, click E) 
2 Add the appropriate form fields to the web document. 


As you add fields, they appear on your web document in a specific 
location. 


3 Double-click the field. 


4 Enter the correct information in a form field properties dialog box. 


Adding Radio Buttons 


A radio button is a circle with text next to it. Radio buttons give you a 
single choice from a fixed group of items. When you make a choice, 
the radio button circle is filled. 


1 Inthe Web Editor, click [E. 

2 Click EJ. 

3 Type the text next to the button. 
4 

5 


Double-click the field. 


Enter the correct properties information. 


Adding Check Boxes 


A check box is a square box with text next to it. Check boxes give you 
multiple choices from a fixed group of items. When you make a choice, 
the check box has an X in it. 


1 Inthe Web Editor, click LEH. 

2 Click (ZI. 

3 Type the choice text next to the button or the box. 

4 Double-click the field. 

5 Enter the correct properties information. 

Adding a Selection List 

A selection list gives you a list of items you can scroll through to make 
one choice. 

1 Inthe Web Editor, click ' 


2° Click UEBI. 
3 Right-click the field and select Properties. 
4 


Enter the correct properties information. 
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Adding Text Areas and Text Lines 


Text areas and text lines let you type information into a form. A text 
line takes up a single line on the form, while a text area takes up a 
block of space on the web document. You can adjust the height and 
width of a text area. 


In the Web Editor, click (EM. 


To adda text area, click (EH. 


To add a text line, click Es 
Double-click the field. 


Enter the correct properties information. 


Adding a Password Field 


A password field lets you type information into a form, but the text is 
not displayed (or is displayed as asterisks). 


1 Inthe Web Editor, click EH. 
2 Click EB. 
3 Double-click the field. 


4 Enter the correct properties information. 


un S&S Ww PO — 


Adding a Submit Button or a Submit Image Field 


Clicking a submit button sends all the form information to the server- 
side gateway program for processing. See “Making a Form Work” 
earlier in this chapter. 


A submit image field works just like a submit button. However, instead 
of clicking a button to send form information, you click an image. 


In the Web Editor, click LEH. 


1 

2 Toadd a button, click 4. 
3 To add an image, click é 
4 Double-click the field. 

5 


Enter the correct properties information. 


Adding a Reset Button 

Clicking a reset button clears out all data in the form fields. 
1 Inthe Web Editor, click aa 
Click 4. 
Double-click the field. 


Enter the correct properties information. 


> Ww PP 
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Adding a Hidden Field 

Hidden fields provide form information without any direct user input. 
1 Inthe Web Editor, click El) 

2 Click 


3 Type in a name and give it a value. 


Editing Field Properties 
1 Inthe Web Editor, click ; 
2 Double-click the field. 


3 Enter the correct properties information. 


For more information on editing the properties in fields, look up field 
properties in Help. 


Browsing the Web 


1 Click File > Internet Publisher >» Browse the Web. 
2 Type a URL, then press Enter. 


3. To go toa URL saved as a Netscape bookmark, click Bookmark, 
then select the web site. 
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From Here... 


What else 


Features not 


supported in 
HTML 


Include blinking 
text tag 


Use preformatted 
text 


Use Meta Info tag 


Include a Base URL 
head tag 


Create anchor links 


Create an image 
map 


Generate a table of 
contents from a 
web document. 
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Chapter 15 Building Internet Documents 183 


Peed Ws | 
i” oe 


Zo A 
- oat i 
a ° arog 
PRtand or c® wet 


i 7 i] > 
D-atemattieyy ad ety th Se tcp shel 
tosh? : 
: _ 
oe PV a ae 


= —————— 


- - euh is 
nal ¥en Bil! ant ec Wes 


ae ad 


yeas oo etee) | 
a yen 


lo gids? & sieteewr) 


CHAPTER 16 


Building SGML 


Documents 


iG </CENTER> 
<CENTER> 
<IMG><!CENTER> 


<IMG»<CENTER> 


ro filias forma conspicuas habvere, sed maiores quidem natu, quamyis 
jen celebrari posse laudibus humanis credebantur, af vero puellae juni 
mi ac ne sufficienter quidem laudari 

et advenae copiosi, quos eximii spectaculi 
jonsitatis admiratione stupidi et admoventes 
residente ut ipsam prorsus deam venerei m 


at deatn, quam eaerulumn 
numinis sui passim tribute 

caclestium stillarum germine non 

, Sic immensum procedit opinio, 

imas fama porrectapervagatur, Iam ; 
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Corel WordPerfect Document marked-up with SGML tags 


Use the SGML features to create structured documents in Standard 
Generalized Markup Language. The SGML features are available only 
if you selected WordPerfect SGML in a Custom installation of Corel 
WordPerfect. See “Installing Corel WordPerfect Suite 8.” 


What is SGML? 


SGML is a standard for describing the structure, as opposed to the 
format, of a document. The structure of a book can be separated into a 
title page, a table of contents, chapters, appendices, a glossary, and an 
index. In SGML, these parts of a book are called elements. These 
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elements are combined to create a complete book. Elements are the 
structural building blocks of a document. 


In a book, you can identify the beginning and ending of each element 
(chapter, index, and so on)from the format. In SGML, the elements 
are identified by markings (markup) at the beginning and ending of 
each element. These markings appear as a start and end tag for most 
SGML elements. For example, the start tag for the element “title” is 
<title> and the end tag is </title>. 


When you use the SGML markup method, an electronic program can 
recognize the beginning and ending of each element without relying on 
the format of a document. 


The forward slash (/) in the end tag distinguishes it from the 
start tag. 


If you have worked with HTML tags, the SGML tags will have 
a familiar look. In fact, HTML is a subset of SGML. 


How Can | Use SGML in Corel® WordPerfect®? 


You can use the SGML features in Corel WordPerfect to do the 
following: 


¢ Edit Corel WordPerfect documents and insert, modify, and 
delete SGML markup (tags, attributes, and entity references) 


¢ Import SGML documents and convert them to Corel 
WordPerfect format, preserving the SGML information 


¢ Validate the SGML markup in a document, based on the 
selected Document Type Definition 


¢ Save a document in Corel WordPerfect format, preserving the 
SGML markup that has been inserted 


¢ Export a document to SGML format (ASCII text including 
SGML markup) 


* Create and apply a set of layout rules to the SGML markup in a 
document 


It is a good idea to learn more about SGML before you begin using the 
SGML features in Corel WordPerfect. Start with the Overview file, an 
Envoy™ document that was placed in the Reference Center. See 
“Read the Reference Center Manuals” p. 11. Additional information is 
available in online Help or on the Corel Web Site. 
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Corel WordPerfect document published to Corel Barista 


Generally, when people think of publishing documents, they think of 
sending a file to a laser printer. Corel WordPerfect, however, provides 
several different publishing options, including publishing to the 
Internet in HTML format or Java format. 


Publishing to HTML 


Internet browsers view documents in Hypertext Markup Language 
(HTML) format. These HTML-based documents are known as web 
documents. 
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When you publish to HTML, a copy of the document is created in 
HTML format with a .HTM extension. Images and sound clips are 
saved in a folder named with the document filename plus a .HTG 
extension. 


1 Open the document you want to publish to HTML. 


If you make any changes, be sure to save the document before 


publishing it to HTML. 
2 Click File > Send To » HTML. 


For more information on web documents, see “Building Internet 
Documents,” chapter 15 p. 169. 


Corel® Barista ™ 


Corel® Barista™ technology employs the power of Java™, a language 
created specifically for the Internet by Sun Microsystems Inc., to 
produce Internet documents with capabilities superior to HTML. 
Although publishing a document to Corel Barista produces an HTML 
file, the person viewing the file in a Java-enabled browser sees a more 
accurate version of the original Corel WordPerfect document. 


Saving a Corel Barista Document 


It is recommended that you save your Corel Barista document to the 
Barista folder to ensure that all the necessary Java applets are available 
as needed, and the same classes are available to all applets. If you save 
the file in a location other than the Barista folder, you will need to 
copy the contents of the Barista folder to the same location. 


Tips 


¢ When you want to make your Barista document available on a 


web server, you must copy both the document and the entire 
Barista folder to the web server. 


Publishing to Corel Barista 
1 Open the document you want to publish to Corel Barista. 


If you make any changes, be sure to save the document before 
publishing it to Corel Barista. 


2 Click File >» Send To >» Corel Barista. 
3 To publish your document as a single file, select All pages to a 
single file. 
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4 To create a file for each page in your document, select Each page to 
a separate file. 


Enter the filename and location for the Barista document. 


6 To launch your Internet browser to view the Corel Barista 
document, select Launch browser. 


7 Click Publish. 


te 


¢ You can print directly to a Corel Barista driver. Click File > 
Print, then select Corel Barista from the Current Printer list 
box. 


From Here... 
Whatebe  f_Lookinamanval’ [Lookin Help 


Internet Publisher Cote WordPerfect 8 
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Internet Publisher 
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Corel Barista 
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Corel® WordPerfect? Suite & 
Examples 


Contents 


CHAPTER 18 


Examples 


The following examples show ideas for using Corel WordPerfect 
features to create a variety of documents. 


Letters 

: ont style, appearance. “Senatus Popolusque Romanus: Center justification. For more 
4 se In ie ion, ae Ma oe Pa information, see “Formatting a 
ae me ey hae aid Document,” chapter 8, p. 59, or 
chopter 8, p. 59, or look up oe look up justification in Help. 
fonts in Help. BS 


Erant in quadam civitate rex et regina. Hi tres numero lias forma conspicuas habuere, sed 
matores quidem natu, quamvis gratissima specie, idence tamen celebran posse lsudibus humanis 


copiosi, quos eximsi spectaculi rumor studiosa celebritate congregabal, inaccessae formonsitatis 
admaratione tupid| et sdmoventes oribus suis dexteram primore digito in erectum pollicem 
residente ut ipsum prorsus deam venerem venerabantur religiosis adorationibus, 


Left margin adjusted using the ————] rp rr cree tm es peer Ser a cee rin 
Ruler. For more information, see tren ump ae ans 


“Formatting a Document,” sn a 
chapter 8, p. 59, or look up EE EN RT, OO 
formatting paragraphs in Help. ratcenneSoesewamucomene mn 


Ex tem 
Pseudolos Hysterium 


2S SS ee 


Chapter 18 Examples 193 


TextArt. For more information, 
see “Text Art” in the Corel 
WordPerfect 8 User's Guide, or 
look up TextArt in Help. 


Betula 
Oceidentalls 


Tables. For more information, 
see “Adding Tables to a 
Document,” chapter 11, p. 
115, or look up tables in Help. 


Memo 


Pendula 


Papifera 


Tamque proximas ci 


ivitates et attiguas r 


Ex temporaneo, 
Pseudolos Hysteriuin 


Font style, size, and appearance. 
For more information, see 
“Formatting a Document,” chapter 
8 p.59, or look up fonts in Help. 


Entire document is a table with no ——_| 


lines. For more information, see 
“Adding Tables to a Document,” 
chapter 11, p 115, or look up 
tables in Help. 
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Per: 


MEMORANDUM 


Karel Kovaric 
Anglicka 9 

Locus Classicus 
FACSIMILE 555-6196 
Shimoji Tomoko 
FACSIMILE $35-7577 


1/596 


Fernando José Quirce Mendoza 


Watermark. For more information, 
see “Adding Graphics to a 
Document,” chapter 13, p. 139, or 
look up watermark in Help. 


Full justification in table cell. For 
more information, see “Adding 
Tables to a Document,” chapter 11, 
p. 115, or look up tables in Help. 


Faxes 


Font style and size. For more 
information, see “Formatting a 
Document,” chapter 8, p. 59, or 
look up fonts in Help. 


Table with no lines. For more 

informatin, see “Adding Tables 
to a Document,” chapter 11, p. 
115, or look up tables in Help. 


fxasaateat i419 


; MILES GLORIOSUS 
fo: 234-456-890) 
DRAMATIS PERSONAE 


erat, Multi denique eivium et advense 

ccelebritate congregabat, inaccessae formonsitatis 
dexteram primore digito in erectum pollicern 

-serabantur religiosis odorationibus 


Puclise supplicatur ct in hummanis vultibus dese tantae numina placantur, et in matutino progress 


virginls victimis et epulis veneris absentis nomen propitiatur, tamque per platcas commeantem 
popali frequenter loribus verti et solutis sdprecantur 


Marcus 


|________ Formatted paragraph. For 


more information, see 
“Formatting a Document,” 
chapter 8, p. 59, or look up 
formatting paragraphs in Help. 


Graphics text box. For more 
information, see “Adding Graphics 
to a Document,” p. 139, or look 
up text box in Help. 


Reports 


Paragraph numbering. For more 
information, see “Numbering, 
Outlining, and Sorting,” in the 
Corel WordPerfect 8 User's Guide, 
or look up paragraph numbering 
in Help. 


Footnotes. For more information, 
see “Books, Papers, and 
Reports,” in the Corel 


IV. Pro Bono Publico 


|, Multi donique civium 
etn 


yuadam civitate 


trae Value frigido cinere focdatac 


(cinae p. 20) tantae nmin 
epulis veneris absentis nomen propitiatur, 
fem popull frequenter floribus sertis et solutis edprecantur 


Mi, Nimirum commun! numinis. 
Ha um ad 


WordPerfect 8 User's Guide, or 
look up footnotes in Help. 


’Catullus, Gaus Valerius, Ausplelum Mellorls Aevi, Paestum: Forum Italico Pompel 
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Cross-reference. For more 
information, see “Books, Papers, 
and Reports,” in the Corel 
WordPerfect 8 User's Guide, or 
look up cross-reference in Help. 
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Table with caption. For more 
information, see “Adding Tables 
to a Document,” chapter 11, p. 
115, or look up tables in Help. 


Rotated caption. For more 
information, see “Adding 
Graphics to a Document,” 
chapter 13, p. 139, or look up 
captions in Help. 
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| nore Cause 


See 


IV. Por ego te 

Et vocal confestim pucrum suum pinnaturn illum et satis temerarium, qui mals sais moribus 
contempta disciptina publica, Nammis et sagittis armatus, per aliens domos rocte discurrens et 
orinium matrimonia Corrumpens impune committit tanta flagtia et nihil prorsus bon! fait. Hoe, 
‘quanquam genuina licentia procacem, verbis quoque irsuper stimulat et perducit od illam 
ivitalem et psychen-boc enim nomine puella nuncupabatur—coram ostendit ct tota illa pertats de 
formonsitatis serslatione fibula gemens ac fremens indignatione, “Per ego te, inquit, maternae 
caritati foedera deprecor, per tuae sagittae dulcia valnera, per flanamac istius melitas uredines, 
vindictam (uae parent, sed plenam tribue et in pulchritudinem contumacem severiter vindica idque 
Uunum et pro omnibus unicum volens effce, vingo ista amore fraglantissimo (eneatur horninis 
extrem, quem et dignitatis et patrimoni simul et incolumitatis ipsius fortuna damnit, tamque 
infirel ut per totum orbem non inveniat miseriae suse comparem.”' 


V, Talis ad ocoanum 
Sic effita et osculis hiantibus flium div nc pressule saviata proximas oras reflut ltoris petit 
plantisque roseis vibrantium fluctuum surrmno rore calcato ecce iam profundi maris sudo resedit 
Yertice, et ipsum quod incipit velle en statim, quasi pridem pracceperit, non moratur marinum 
obsequium, adsunt nerei fle chorum canentes et portuns cecrulis barbis hispidus et gravis 
piscoso simu salacis et auriga parvulus delfini palacmon: iam passim maria persultantes tritonum 
‘catervac hic concha sonaci leniter bucinat, ile serico tegmine flagrantise sotis obsisit inimici, alius 
sub oculis dominae speculum progerit, curru biiuges alii subnatant.* Talis ad ocesmum pergentem 
venerem comitatur exercitus. 


Miles Gloriosus 
Phill Sanex 
Hysterium Lycus 


Tabula 1, Nam et ips scientia potestas est. 


Interea psyche cum sua sibi perspicua pulchrtudine nullum decoris sui fructum percipit. Spectarur 
ab omnibus, taudatur ab ormibus, oec quisquar non rex, non regius, nec de plebe saltem cupiens 
<cius nuptisrum petitor accedit. Mirantur quidem divinam speciem, sed ut vimulacrum fabre 
politur mirantur omnes 


Pro Bono Publicn Capitol IV. p 2 


Vi. lam forallum nuptiarum 
Pex olim beatus affatu sanctae vaticinationis accepto pigens tristisque retro domum pergit 
suaeque coniugi praccepta sortis enodat infaustae, Maeretur, Netur, lamentatur dzbus plsculis, 
Sed dirae sortis iam urget taeter effectus. Iam feralium nuptiarum miserrimae virgini choragium 
struitur, iam taedac lumen atrse fuliginis cinere marcescit, ct sonus tibiae zygise mutatur in 
querulum ludii modum cantusque laetus hymensci higubn fnitur ululatu et puella neptura deterget 
Aacrimas ipso suo flammeo.’ Sic adfectac domus triste fatum cuncta etiam civitas congemebat 
luctuque publico confestim congruens edicituriustitium. 


Sed monitis ceclestibus parendi necessitas misellam 
Paychen ad destinatam poenam eflagitabat. Perfectis 
igitur féralis thalauni cum summo mierore sollemnibus 
toto prosequente populo vivum producitur funus et 
Jocrimosa psyche comitarur non nupkias sed exequins 
suas, Ac dum macsti porentes et tanto malo perciti 
nefarium facinus perficere cunctantur, ipsa illa (is 
talibus cos adhortatur voribus* 


Vil. Quid spiritum vestrum 
Quid infeticem senectam fletu diutino cruciatis? Quid 
spiritum vestrum, qui magis meus est, crebris efulatibus 


focdatis? Quid lacerats in Vestris oculis mea humana? 
Quid canitiem scinditis? Quid pectora, quid ubers 
ssancta tunditis? Haece sunt vobis egregiae formonsitatis 
eae pracclara pracmia, Invidise nefariae letali plaga 
Ppercussi sero sentitis. Cum gentes et populi celebrarent 
os divinis honoribus, cum novam me venerem ore 
‘consono nuncuparent, tune dolere, (unc flere, tune me 
{am quasi peremptam hugere debuistis. lam sentio, iam 
video solo me nomine veneris perisse. Ducite me et cui 


sors addict scopulo sistite, Festino felices istas nuptins 
‘obire, festino generosum illum maritum meum videre. 
Quid differo, quid detreeto venientem, qui totius orbis 
exifio natus est? 


Fig. 1. Optar supremo collocare Sisyphus in monte saxum 


Sic profata virgo conticuit ingressuque iam valido 
‘pompae populi prosequentis sese miscuit. Itur ad constitutum scopulum montis archi, cuius in 
summo cacumine statutam puellam cuncti descrunt, taedasque nuptiaies, quibus pracluxerant, 
Ibidem lacrimis suis extinctas relinquentes deiectis capitibus domuitionem parent. Et miseri 
‘quidem parentes cius (anta clade defessi, clausae domus abstrusi tenebris, perpetuae nocti seve 
dedidere. Psychen autem paventem ac trepidam et in ipso scopuli vertice deBentem mitis aura 
mollier spirantis zephyri, vibratis hine inde lscinis et reflato simu sensim levatam suo tranqulllo 


Pro Bono Publico Capitoli IV. p3 


Footer with page numbering. For 
more information, see “Formatting a 
Document,” chapter 8, p. 59, or 


-——— look up headers and footers in Help. 


-——— Clipart with wrapped text. For more 


information, see “Adding Graphics to 
a Document,” chapter 13, p. 139, 
or look up graphics in Help. 


Newsletters 


Clipart title. For more information, 
see “Adding Graphics to a 
Document,” chapter 13, p. 139, or 
look up graphics in Help. 


Graphics text box. For more 
information, see “Adding Graphics 
to a Document,” chapter 13, p. 
139, or look up text box in Help. 


Chart. For more information, see 


~ #EXCEPTIO 


Virgil vito et epulls veneri 
is 


Praestat Sero Quam Sa on birt 
Nunquam. Ho Est Vivere rai tease tortures 
Bis Vita Posse Priore Frui 


“Working with Data Charts,” 
chapter 41, p 331, or look up data 
charts in Help. 


TextArt. For more information, 
see “Lines, Charts, TextArt, and 
Other Graphics,” in the Corel 
WordPerfect User’s Guide, or look 
up TextArt in Help. 


EXcernio Ex Uno Die Omnes-1 ——— 


Nosce te Ipsum. Ecos quam bonum et quam 


Bulleted list. For more 
information, see “Structuring a 
Document,” chapter 9, p. 85, or 
look up bullets and numbers in 
Help. 


# Altissimo quaque fhuri 


A fronte praecipitium. 


Three-column newspaper columns. For 
more information, see “Adding 
Columns to a Document,” chapter 12, 
p. 127, or look up columns in Help. 


Table. For more information, see 


+ “Adding Tables to a Document,” 


chapter 11, p. 115, or look up tables 
in Help. 


Footer. For more information, see 
“Formatting a Document,” chapter 8, 
p. 59, or look up headers and footers 
in Help. 


Two-column newspaper columns. For 
more information, see “Adding 
Columns to a Document,” chapter 12, 
p. 127, or look up columns in Help. 


Vertical graphics line. For more 
information, see “Adding Graphics to 
a Document,” p. 139, or look up 
vertical line in Help. 
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Articles 


Left-justified title. For more 
information, see “Formatting a 
Document,” chapter 8, p. 59, or 
look up justification in Help. 


Newspaper columns with hard 
column break in the first column. 
For more information, see 
“Columns and Typesetting,” in the 
Corel WordPerfect 8 User’s Guide, 
or look up columns in Help. 


Horizontal graphics line. For more 
information, see “Adding 
Graphics to a Document,” chapter 
13, p. 139, or look up horizontal 
line in Help. 


Three-column newspaper 
columns. For more information, 
see “Adding Columns to a 
Document,” chapter 12, p. 127, 
or look up columns in Help. 
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Hoc Genus Omne ad gustum, Horas non 
Eoce quam bonum el mumero nisi serenas at 
quam jucundum abitare hodie mihi, cras tibl 
fratres in unum, Sicut 
unquente in capitum Altissimo quaque 
quod discendit in flumina minimo sono 
barbam, Ubj solitudinem lab, Magister artis 
faciunt pacem appellant Ingeniique largitor 
ab imo pectore avo venter et non ignara 
usque ad mala abyssus mali, miseris succurrere 
abyssum invocat a disco, Pessimum genus 
capite. No teneas aurum —_inimicorum laudanles ad 
totum quod splendet ut hoe. Si post facta venit 
aurum. gloria non propero, si 
quaris peninsulam 
Redime te captum quam —_ amoenam circumspice 
queas minimo, calcem sine praeludicio, 
iccessit Acherunts 
pabulum, Hoc est vivere A fronte praecipitium 
bis vita posse priors frul, A tergo lupi et al 
acta ext fabula. Coslum Japitlo notare diem, Auat 
1on animum mutant qui ‘viam Inveniam aut 
trans maro currunt ad faclam bonum vin 
arbitrium. laetifical cor hominis. 
Carpe diem, quam 
Vultus ost Index apiml minimum craduls 
d asta per aspers, postero et cavenat 
voluptates comprendat consules ne quid 
Tarr usus ad calendas detrimenti respublica 
graecas. Tu ne code caplat, Curae iaves 
malls sed contra Joquuntur ingentes 
audentior ito ad slupent. De asin| umbra 
caplandum vulgus, disceptare et fortiter in 
Scuto bonae voluntatis ‘@, Suaviler in modo 
tuae coronasti nos ad foran en haec oli 
‘eundem gradu. meminisse luvabit 
Repente dives nemo ‘Gaudeamus igitor 
factus est bonus et juvenes dum sumus. 
memento, homo, quia Hoc opus, hic labor ost 
pulvis es et in pulverem et hoc est vivere bis, vita 
‘evertis Homo doctus in posse priore fru. In 
se semper divitas habet pace, ut sapaiens, 


ete Bolded col 


Page border. For more information, 


see “Lines, Charts, TextArt, and 


Other Graphics,” in the Corel 
WordPerfect 8 User's Guide, or look 
up page borders in Help. 


Column fill. For more information, 
see “Lines, Charts, TextArt, and 
Other Graphics,” in the Corel 
WordPerfect 8 User’s Guide, or 
look up column fill in Help. 


Font style and size. For more 
information, see “Formatting a 
Document,” chapter 8, p. 59, or 
look up fonts in Help. 


umn headings. For more 
information, see “Formatting a 
Document,” chapter 8, p. 59, or 
look up fonts in Help. 


Graphics text box fill. For more 
information , see “Adding 
Graphics to a Document,” chapter 
13, p. 139, or look up text box 
fill in Help. 


Two-column newspaper columns. 
For more information, see 
“Adding Columns to a 
Document,” chapter 12, p.127, 
or look up columns in Help. 


Ubi Solitudinem - 4 


Noses te ipsum, Ecce quam bonum et credula postero at cavenat consules ne 
quam jucundum abitare fratres in unum, quid detriment respublica caplal. Curae 
Sicut inquente in capitum quod discendit leves loquuntur ingentes stupent. De 
In barbem. Ubi sotitudinem faciunt asini umbra disceptare et fortiter in re 
pacem appellant ab imo pectore ovo suaviter in modo foran en haec olim 
usque ad mala abyssus abyssum meminisse iuvabit. Gaudeamus igitor 
\nvocat a capite. No teneas aurum Juvenes dum sumus. Hoc opus, hic 
totum quod splendet ut aurum, labor est et hoc est vivere bis, vite 
posse priore frul. In pace, ut sapiens, 
Redime te caplum quam queas minimo, aplarit idonea bello, Insanus omnis 
calcem accessit Acheruntis pabulum, furere credit ceteros, Ecos quam bonum 
Hoc est vivere bis vita posse priore frul, ‘et quam jucundum abitare fratres in 
acta ext fabula. Coelum non animum unum. Sieut Inquente in capitum quod 
‘mutant qui trans mare currunt ad discendit in barbam, 
arbitrium, 


Ub) solitudinem faciunt pacem appeltant 
Vultus est index animi ad asta per ab imo pectors ovo usque ad mala 
c us abyssum invocat a capite. 


ior 
cede | Redime te caplum quam queas minimo, 
calcem accossit Acheruntis pabulum, 

J ore fru, 
coronast nos ad acta ext fabula 


@st bonus et memento, homo, Coolum non animum mutant qui trans. 
pulvis es et in pulverem revertis. mare currunt ad arbitrium. Vultus est 


Homo doctus in se semper divitas habet Index animi ad asta per aspera, 

ad gustum, Horas non mumero nis! voluptates commendat rartor usus ad 

serenas et hodie mihi, cras tbl calendas graecas. Tu ne cede malis sed 
contra audentior ito ad captandum 

Allbssimo quaque flumina minimo sono vulgus. Souto bonae voluntatis tuze 

labi, Magister artis ingeniique largitor ‘coronast! nos ad eundem gradum 

venter etnon ignara mall, miseris Repente dives nemo factus est bonus et 

succurrere disco. Pessimum genus memento, homo, quia pulvis es et in 

Inimicorum laudantes ad hoc, Si post pulverem revertis. Homo dootus in se 

fata venit gloria non propero, si quaris semper divitas habet ed gustum, 

Peninsulam amosnam circumspice sine 

Praeiudicio, Horas non mumero nisi serenas at 
hodle mihi, eras tibi, Altissimo queque 

‘A fronte praecipitium a tergo lupl et albo flumina minimo sono labl. Magister artis 

fapillo notare diem. Auat viam inveniam Ingoniique largitor venter etnon ignara 

aut faciamm bonum vinum laetificat cor mall, miseris succurrere disco. 


hominis. Carpe diem, quam minimum, 


Graphics line between columns. 
For more information, see 
“Adding Graphics to a 
Document,” chapter 13, p. 139, 
or look up vertical lines in Help. 


Resume 


Left margin adjustment. For 
more information, see “Making 
Text Look Good” in the Corel 

WordPerfect 8 User's Guide, or 
look up paragraph formatting in 


Help. 


MARCUS LYCUS 


Via Appia $6 uVemerss, Negpolis 011245 tal 24-46-7890 


VOLENS ET POTENS 


Sic immensum procedit in dies opinio, sic insulas iam proxumas et terrae 
plusculum provinciasque plurimas fama porrecta pervagatur. 


ARGUMENTUM 
Max Linexu 
Mentha Peditraque 
lam multi mortalivm longis itineribus atque altissimis maris meatibus ad saeculi 
specimen gloriosum confluebant papbon nemo. 


‘Se Bis PUL 

Artes, hentia, veritas 

Puellae supplicatur et in humanis vultibus dese tantae numina placantur, of in 
matutino progressu virginis victims et epulis venens absentis nomen propitistur, 


Jamque per plateas commeantem populi frequenter floribus sertis et solutis 
adprecantur 


MAGISTER 


Margins. For more information, 
see “Formatting a Document,” 
chapter 8, p. 59, or look up 
margins in Help. 


FLORUIT 
Puella supplicatur 
Tn burranis vultibus deac ‘numina placanty 
In matutino progressu virginis vietiis. 
5 absentis nomen propitiatur 


+ Feamgue per plateas comeeantem popu frequenter floribus serts. 


Center justification. For more 
information, see “Formatting a 
Document,” chapter 8, p. 59, 
or look up justication in Help. 


Bulleted list. For more 
information, see “Structuring a 
Document,” chapter 9, p. 85, 
or look up bullets and numbers 
in Help. 
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PART 5 


Getting Started with Corel® 


Contents 


Chapter 19: 
Chapter 20: 
Chapter 21: 
Chapter 22: 
Chapter 23: 
Chapter 24: 


Quattro® Pro 


Corel Quattro Pro 8 
Creating a Spreadsheet 
Making It Fit 

Making It Look Good 
Presenting Data Graphically 
Printing Data 


CHAPTER 19 
Corel® Quattro® Pro 8 


Welcome to Corel® Quattro® Pro 8. You can complete entire projects 
with little effort using the comprehensive automation and graphics 
capabilities of Corel Quattro Pro. 


What Is New in Version 8? 


Corel Quattro Pro has been enhanced with several key new features. 


Property Bar 


A dynamic Property Bar gives you an easy way to access the tools you 
need to complete a task, depending on the context of your work. For 
example, when you are working on a table, the Property Bar displays 
table tools. When you select a graphic, the Property Bar displays 
graphics tools. 


Projects 


Now you have the help you need to complete projects without hunting 
through manuals, online references, or menus. When you choose to do 
a project, you get more than tools. You get the best blend of 
QuickTasks™, templates, Help, and Coaches™. 


Page View 


Corel Quattro Pro includes the first editable WYSIWYG (what you see 
is what you get) view in any major spreadsheet program. As you work 
on areas such as margins, headers, and footers, you can see how your 
pages will appear when you print them. 


Cell Reference Checker ™ 


Cell Reference Checker™ ensures accuracy by checking and fixing 
formulas that refer to other cells. It suggests corrections for cell 
references that should have referred to a specific cell (an absolute 


Chapter 19 Corel® Quattro® Pro8 203 


reference) but referred instead to a cell relative to a new location 
(relative reference) when moved, filled, or pasted. 


QuickCell ™ 


Corel Quattro Pro adds QuickCell™ to its already powerful 
Application Bar. Drag any cell to the Application Bar at the bottom of 
the window to see its updated value as you change other cells 
elsewhere in the spreadsheet. 


Cell Enhancements 


Combine multiple cells with Join Cells. Control your spreadsheet’s look 
with new layout capabilities like multiple fonts, attributes, and sizes 
within a cell. Do not miss the frequently requested features of 
superscript and subscript. 


Auditing Tools 


As you work with large sources of data, you need powerful auditing 
tools. Corel Quattro Pro enables you to extract crucial business 
information from a sea of data. 


¢ Auto filter instantly removes irrelevant data to let you focus on 
key information. 


s 


¢ Outlining groups data into collapsible and expandable sets so 
you can better handle large sections of information. 


¢ Auditing acts as your watchdog to effortlessly trace dependent 
cells, precedents, and even errors in large complex spreadsheets. 


And essential tools including database access tools and the cross tabs 
feature are even easier to use than ever. 


QuickLinks 


Corel Quattro Pro automatically creates Internet links from text 
beginning with “www,” “ftp,” “http,” or “mailto,” and more. 


Customizing Corel® Quattro® Pro for Your Work 
Working with Toolbars 


Many toolbars come with Corel Quattro Pro to help you access 
features while doing a particular task. You can use toolbars and 
Property Bars together to help you complete tasks. Property Bars 
automatically appear when you are doing a particular task, such as 
creating a chart. You can also display a chart toolbar for easier access 
to other chart tools. Right-click a toolbar, then click the toolbar in the 
list that you want to display or hide. 
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Change the default currency to 
that of another country 


Change the symbols that 
separate thousands and 
decimals 


Change the date and time 
formats that appear in various 
dialog boxes 


Convert Lotus International 
Character Set characters into 
standard ANSI characters 


To create your own toolbars with buttons for features or macros you 
use often, 


1 Click View > Toolbars > Create. 

2 Type a toolbar name. 

3 To specify an optional filename, type a filename. 
4 


Click Edit, then drag buttons from the dialog box to the toolbar on 
the screen. 


For more information about toolbars, look up toolbars in Help. 


Working in Other Languages 


The initial settings in Corel Quattro Pro match your Windows regional 
settings. If you are using the product in another country, or are doing 
business with another country, you can change settings to suit your 
requirements. 


1 Click Tools > Settings > International. 


Application 


This area changes to 0 
with the option you click 


United Kingd 
UA Sub eg under Select on. 


U | 


Display negative numbers 
with a minus sign or with 
parentheses 


Making Corel Quattro Pro Work Like Other Spreadsheet 
Applications 


To make some keys work the same way as in DOS versions of Corel 
Quattro Pro, click Tools » Settings » General » Compatible Keys. If 
you previously used a DOS spreadsheet or Microsoft® Excel™, you 
can change to a different menu structure. 
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To change toa... 


DOS menu structure Click Tools > Settings » Macro > 
Slash Key, then choose a menu 

Different Windows menu Right-click on the menus, then 

structure click QP7, Desktop (simplified), 


or Excel Menu 


From Here... 


Look in this manual Look in Help 


Change colors in the 
color palette 


Change or create 
menus 


Create your own 
application 
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CHAPTER 20 


Creating a Spreadsheet 


A spreadsheet is an electronic ledger pad or notebook. The notebook 
contains columns and rows where you enter, arrange, calculate, and 
analyze data. You can arrange data in a spreadsheet and perform 
simple math operations, or you can apply complex formulas and much 
more. 


Menus 
Toolbar Text and formulas you 
enter display on the input 
line. 
Property Bar KHKKXXXKKKK “ Click in a cell and type to 
: enter text and formulas 


(lick a tab to display another 
sheet of the notebook 
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For example, you could create a household inventory and quickly total 
the value of items. Or you could analyze engineering and scientific data. 
Once you have entered your data, you can quickly create a chart, add 
maps and graphics, or create a finished-looking document you can print. 


Xxxxx XXX XXXXXXX 


ooo Yoo Korooax 


Change fonts or shape text 


Add a Clipart image 


Create a formatted table 
for your data 


with TextArt 


Es 
0-30 31-60 61-90 91-119 120-150 _150+ _Ksooex hod 


a 3454S wh 3045 745 44ai4 
bs 765 65 87 245 554 5,447 6,298 
454 7785 we uA 76 


65 767 78 454 0k 886, 1,899 


Add lines, borders, and fill 
colors 


$965 $4207 SEA2E 


$575 


XXXX XXXXK XXK 


Create a chart 


Getting Right to Work 


When Corel Quattro Pro opens, you can get right to work. You can 
choose from ongoing projects or new projects such as balance sheets, 
invoices, or personal net worth statements. 


Se Use this button to specify a 


fox rate so that tax 
amounts are calculated for 
you 


(lick where you want to 
enter data 


Click to replace sample 
text. Tip: When you click in 


hao ae se mg a the correct cell, the sample 
ee text displays in the input 
line. 


Use this template to create invoices 
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Or if you prefer to start from a blank notebook, you can get help as you 
work to format and complete your documents. 


1 Click File » New. 


2 Click the type of document you want to create. 


right to work 3 Click options from the panel as needed to help you create your 


document. 


4 Click in the document to enter or replace text. 


Opening an Existing Notebook 


Whether or not you create documents using the projects list, once you 
have saved a document as a file, you can open it again when you are 
ready to work on it. 


1 Click File » Open. 
2 Specify a file, then click OK. Corel Quattro Pro files end in a .wb3, 


.wb2, or .wbl extension. 


Tips 


¢ For more information on opening files, see “Managing Files in 
Corel Quattro Pro,” page 253. 


Starting from Scratch 


When you are starting from a blank notebook, you can enter data first, 
or you can quickly create a formatted table using SpeedFormat™, and 
then enter data. 


Create cell lines, borders, 


and shading . . . SpeedFormat creates a 


row for headings. 


... of have SpeedFormat 
create the entire look for 
you. 
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Using SpeedFormat 


When you open a notebook, the lines you see are only on the screen 
and do not print. However, you can use SpeedFormat to make cell 
lines and borders visible, plus make them print. You can also fill in 
rows, columns, or cells with colored shading to make an attractive 
table that is easy to read. 


1 In anew or existing notebook, drag across the cells where you want 
to create a spreadsheet table. 


2 Click Format > SpeedFormat. 


3 Select a Format and any other options, then click OK. 


4 Click where you want to enter text or data, then type it in. 


Creating Lines and Borders Manually 
1 Drag across the cells. 


2 Clickll 


and select lines and borders. 


¢ To create a border in a différent color and specify other border 


options, right-click selected cells, then click Cell Properties > 
Border/Fill. 


Entering Text 


When you type text in a notebook, you type information into cells. 
Corel Quattro Pro evaluates what you type and classifies it as either a 
label or a value. A label is text alone or text with numbers. A value is a 
number, date, or formula. For example, phone numbers and addresses 
are labels. Corel Quattro Pro formats labels differently than values. 


1 Click where you want to type or replace text. 
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Text and formulas you type 


2 Begin typing, then press Enter when you finish. 


display in the input line. 


Use arrow keys to 
move to the cell, 


then press F2 


Click t 
the last change 


to reverse 


When text is wider than 
the cell, it overflows into 
the next cell. 


XXXXXXXXAXXAXXXAAXXX 


3 To change what you typed, double-click the cell and make the 
change. 


To cancel changes before you press Enter, press Esc. 


¢ To delete cell contents, click the cell, then type new data or 
press Del. 


* To delete cell contents and formatting, select the cells, right- 
click the cells, then click Clear. 


¢ To delete part of a cell’s contents, double-click the cell, click 
to place the insertion point, then press Backspace or Del. 


¢ To restore an accidental deletion, click Edit » Undo. 


¢ To quickly enter information in columns, press Enter or use 
arrow keys to move down the columns. To enter information 
across a row, press Tab or use arrow keys. 


¢ Ifyou type a symbol such as + -$, (@. # or =, Corel 
Quattro Pro detects the information as a formula or value. 
(This includes the currency symbol from your default language 
setting.) If you want the information to be a label, you must 
first type ‘. For example, to enter (Before Taxes), type: 

‘(Before Taxes). 


Selecting Cells 


To make changes to formatting or contents of cells, you first need to 
select those cells. You can select individual cells, multiple cells, rows, 
columns, or the entire notebook. 
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To select an individual cell, click that cell. 


2 To select multiple cells, drag across the cells. 


3. To select an entire row or column, click the border button. 


(lick here to select the ——_¥- 
entire notebook 


(lick here to select a row (the 
entire width of the notebook) 


& 


poss 


Tips 
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Selecting cells 


You canalso... 


Select cells or cell groups in 
different locations 


Select all cells on the sheet 


Select the same block on 
multiple sheets (a 3-D block) 


(lick here to select a column 
(the entire length of the 
notebook) 


Drag across cells to select 
more than one 


Hold down the Ctrl key while 
clicking or dragging to select 
cells. 


Click Edit >» Select All. 


First select the block on the first 
sheet, then hold down the Shift 
key while clicking the tab of the 
last sheet of the 3-D block. A 
black line appears across the 
bottom of the tabs of selected 
sheets. 


¢ Ifyou do not need to format an entire row or column, drag 
across cells to select them instead of clicking the row or 
column border. Formatting an entire row or column increases 


file size. 


Entering Numbers 


You enter numbers in the same way as you enter text. However, unless 
you change the cell formatting, Corel Quattro Pro displays numbers 
differently. 


Text ats at the left in 50000 
the cell. 


ipsas Numbers align at the right 
in the cell. 


By default, numbers are right aligned in the cell and the cell is 
formatted for general numbers. If you want to enter currency or time, 
for instance, you need to change the cell format. 


1 To change alignment, select the cells, click #4 , then click Left or 


Center. 
2 To change how numbers are formatted, first select the cells. 


3 Click a on the Property Bar, click Numeric Format, then select 
from all available options. 


Click (Nests) , 


then select a format 
Tips 


¢ Ifyou are typing values for money, the currency sign, commas, 
and spaces are added for you. 


Keep in mind that a number entry can contain only numerals 
(0 to 9); leading symbols such as -, +, =, $, or currency 
symbol for your default language setting; one decimal point; a 
trailing %; or an E for scientific notation. 


For a complete list of rules for entering numbers, look up 
numbers in Help. 
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Totaling Numbers 


After you have typed a row or column of numbers, you can quickly find 
the total and have that formula entered for you. 


1 Click in the empty cell at the bottom of a column of numbers (or to 
the right of a row of numbers). 


2 Click Ba. 


The formula displays in the input 
line. 


The total amount displays in the 
empty cell. 


Use QuickSum fo total columns or rows 


Tips 


* You can also select the columns and rows plus one blank cell 


for each total, then click : 


More Simple Math 


To add, subtract, multiply, and divide, simply type the numbers and 
math operators in the cell, then press Enter. 


For example, type... To get... 
4+4 8 

4-4 0 

4*4 16 

40/4 10 
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Tips 


* When you type the / symbol, Corel Quattro Pro might assume 

you are typing a date. For example, 4/4 might be interpreted as 
the date 4/4/97. To divide a number that might be interpreted 
as a date, type +, then type the number. 


Moving and Copying 


Click to copy or 
to cut 


Click HE to paste 


You can move or copy the contents and formatting of any cell or group 
of cells. 


] 
2 


Tips 


Select the cells you want to move. 


Point to the edge of the selected cells. When the pointer turns to a 
hand, drag the cells to the new location. 


To copy cells, press Ctrl while dragging selected cells to the new 
location. 


¢ You can also move or copy information to another notebook. 
First, make sure both notebooks are open. Select cells, drag 
them to the notebook title on the Application Bar at the 
bottom of the notebook window, then place them anywhere in 
that notebook. 


Using Cut, Copy, and Paste 


Another way to move cells contents is to copy the contents to the 
Clipboard, then paste it to the new location. 


Select the cells you want to move. 


To copy cell contents to the Clipboard and leave the original in 
place, right-click the selected cells, then click Copy. 


To move cell contents to the Clipboard, right-click the selected 
cells, then click Cut. 


Right-click the new location, then click Paste. 
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Tips 


* To paste part of the contents or rearrange it, select the cells, 
then click Edit » Paste Special. You can choose to paste just 
cell formulas, labels, numbers, or properties. You can even 
transpose rows and columns. 


Saving Files 
After you have typed information into your spreadsheet notebook, you 
need to save it as a file if you want to keep a permanent copy. 


When you save a file for the first time, you are prompted for a 
filename. From then on, Corel Quattro Pro assumes you want to save 
the file under the same name unless you use File » Save As. 


1 Click File > Save. 
Click 2 Specify a directory and filename. 


3 To protect your file with a password, select Password Protect. 


» You can also... 


Change the filename * Click File » Save As 

Save in another format Click File >» Save As, then click 
another file format in the For 
Type list 


Tips 


¢ Unless you are saving a file for use with another program, you 


do not need to type an extension. Corel Quattro Pro assigns 
the default .wb3 extension for you. 


Closing Files 


When you close a file, you remove the notebook and all its associated 
information from the desktop. You should always save your file before 
closing it if you want to keep any changes you have made. 


1 Click File > Close. 
2 If you have any unsaved changes, you are prompted to save the file. 


3 Click Yes to save the file, click No to close without saving, or click 
Cancel to go back to your document. 
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Tips 


* To close all open windows and exit Corel Quattro Pro, click 
File > Exit. You can also right-click the Application Bar at the 
bottom of the notebook window, then click Close All. 
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CHAPTER 21 


Making It Fit 


Because you type information into cells when working with 
spreadsheets, you often need to align data inside the cell, make 
columns wider, adjust margins, and in general make information fit in a 
table, sheet, or notebook. And if you want to print your data, you need 
to consider how information will fit on the printed page. 


Aligning Text 


In a spreadsheet you often align text and data between the borders of a 
cell. However, you can also center information across cells so that it 
displays correctly on the printed page. 


TT INN 


Join cells and then center XXX XXXXX 
text ———— 
mies — Have text wrap in a cell or 
Align text vertically in a de 
ioined cell joined cells 
Rotate text vertically Meee 


When you enter data into a cell, Corel Quattro Pro aligns it according 
to General, the default alignment setting. This setting right aligns 
numbers and formula results, and left aligns labels and dates. 


1 To change the alignment inside a cell, click the cell or select more 
than one cell. 
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Join cells, then align text 
as in a single cell 


Click 


list of options 


fl] > Alignment to choose from all alignment options. 


» From the dialog, you can also... 
Indent all lines of a paragraph — Click Indent 
Align text vertically Click Vertical text orientation 
Center text vertically Click Top, Center, or Bottom 


Create multiple lines in one cell Click Wrap Text to have text 
return to the next line in the 
same cell and overlap downward 


Rotate text in a box Click Rotated, then specify an 
amount 


Centering Across Cells 


] To center across a group of cells, enter text in the left-most cell, 
then drag to select that cell plus additional cells to the right. 


2 Click 


then click E 


Joining Cells 


When creating titles and vertical side bars, you may want to use the 
Join feature rather than the Center Across Block or the Wrap Text 
options. 


Use different font options 


ina single or joined cell 


220 


Use different fonts and 
font sizes in a single or 
joined cell 
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1 Drag across the cells you want to join. 


2 To join cells and center text vertically, click 


3 To join cells only, click EY > Alignment, then click Join Cells. 


When cells are joined, you can then center and align text and 
numbers as you would in a single cell. 


To unjoin cells, click He » Alignment, then deselect Join 


Cells. 


What to Do When Cells Overlap 


Double-click here to adjust 


a column of fext to its 
Numbers typed past the widest cell 
cell width. . . 5865555555565 
KXXK XKAKKKAXXKK 

display in scientific Beee rt For currency, the column 
notation for general $555,655,655,556.00 adjusts to show the entire 
me ae ‘ie a number when you press 

, Enter. 


Labels (Text) 


What do you do when text and numbers exceed the width of cells? If 
you are entering labels, you can let information overlap adjacent cells 
as long as the cells are empty. Overlapping information will still display 
and print. However, in most cases, you will probably want to adjust the 
size of the rows and columns. 


Values (Numbers) 


If you are entering values, you may notice that values do not overlap 
like labels. Instead, numbers display differently depending on the 
number format. If you have selected scientific, general, or text format, 
overlapping numbers display in scientific notation. For other formats, 
columns automatically resize to fit the values when you press Enter. 


Tips 


¢ If columns do not resize to the widest value when you are 
resizing columns, simply double-click the column border at the 
top of the notebook. 


QuickFit 


Resizing Rows and Columns 


Drag edge of row border as Z pean here i 
button to change the size S66655565668) eine ou fo the 
of the row sae widest ce 
$665,665,565,665.00 ———__—___ Drag edge of column 
border button to change 


the size of the column 


1 Move the mouse pointer over the border buttons. 


2 When it turns to a double arrow, drag to change the size of the row 
or column. 
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Tips 


* To resize several columns to the widest cell, drag across the 


borders of the columns, then click #24. You can do this to 
make columns larger or smaller. 


Resizing Rows and Columns Exactly 

1 Click the row or column, then click [a . 
2 Click Row/Column. 

3 Specify width and height. 


» Youcanalso... 


Change how cells are measured Click Characters, Inches, or 
Centimeters 


Hide the selected rows or Click Hide 


columns 


Inserting Rows and Columns 


] Select the row or column where you want to add a row or column. 


2 Click HEI for each row or column you want to add. 


Tips 


¢ To insert several rows or columns, drag across several row or 


column borders, then click P 
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Inserting a Block of Cells 


Instead of inserting an entire row or column, you can insert partial 
rows and columns, or a block of cells. 


Place where you want to insert 
information 


Insert a block of cells. Several 
rows are inserted in one 
column. 


1 Select a block the same size and location as the one you want to 
insert (the upper-left corner will be the insertion point). 


Click 
Click Partial. 


To insert several rows in selected columns, click Rows. 


wu > Ww PP 


To insert several columns in selected rows, click Columns. 


Inserting and Naming a Sheet (Tab) 


1 Right-click the sheet tab to the right of where you want to add or 
delete a sheet, then click Insert Sheet or Delete Sheet. 


2 Toname the sheet, double-click the tab, type the name, then press 
Enter. 
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>» You canalso... 


Change tab color Right-click the tab, then click 
Sheet Properties » Tab Color 
Remove grid lines or borders Right-click the tab, then click 


Sheet Properties » Display 


Changing Column Width for a Sheet 


1 Right-click a sheet tab, click Sheet Properties, then click Default 
Width. 


2 Click Characters, Inches, or Centimeters, then enter the number of 
units in the Column Width box. 


Tips 


¢ This setting affects any columns that you have not changed 
with the QuickFit button, Column Width, or the mouse. 


¢ To set all columns to the new width (even those you 
previously changed), before you do step 1, click Edit » Select 
All to select the notebook, right-click, then click 
Rows/Columns > Reset Width. 


Selecting a Paper Size 


Selecting a paper size lets you match the size of the spreadsheet with 
the size of the paper you have in your printer. Once you select a paper 
size, you may find that not all the information you have in your 
spreadsheet will fit on the printed page. You may want to make 
additional formatting changes to make it fit. 


1 Click File » Page Setup. 


2 Select a paper size from the list. 


» You can also... 


Print with narrow edge at the Click Portrait 
top 


Print with paper lengthwise Click Landscape 
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Tips 


* To print a specified section of your spreadsheet without 
resetting the paper size, you can drag across that portion to 
select it and then print. 


* For more information about printing, see “Printing Data,” p. 


Zale 


Viewing a Page 
Page View 


Use Page View to view or adjust how information will look on your 
current paper size. You can drag to change margins and to change how 
many rows or columns fit on the page. The actual paper size is 
determined in Page Setup. You can also view headers and footers. 


Drag dotted lines to change Drag page break line to 
margins change tie many columns 
fit on the page 


Page View lets you see adjust how data fits on the page. 


1 Click View > Page. 
2 To turn off Page View, click View > Draft. 


Zoom 


Use Zoom to make information larger or smaller on your screen. For 
example, if you are using Page View, you can use a zoom percentage of 
25 and view multiple pages. 


1 Click View > Zoom. 


2 Specify a percentage, then click Sheet to apply it to the current 
sheet, or click Notebook to apply it to every sheet. 


Click litt I then 


select a percentage 


Chapter 21 Making It Fit 225 


Print Preview 


Use Print Preview to see how your document will look before you print. 
While in Print Preview, you can also change margins, access Page 
Setup, and choose other print options. 


1 Click File > Print Preview. 


Changing Margins 


Top margin 
Header margin 
Left margin 
Right margin 
= Footer margin 
Bottom margin 


Using Page View 
1 Click View >» Page to turn on page view. 


2 Drag a dotted margin line to reset a margin. 


Changing Margins Exactly 
1 Click File > Page Setup. 


2 Click Print Margins, then specify the margins for Top, Bottom, 
Left, or Right. 


Tips 


¢ ‘To enter margins in another measurement, type the amount, 


then type the abbreviation, for example, “in” (for inches) or 
“cm” (for centimeters). The entry is then converted to that 
measurement system. 
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Adding Headers and Footers 


Headers and footers are lines of text that print at the top and bottom 
of each page. 


1 Click File » Page Setup >» Header/Footer. 


2 Click Create for either Header or Footer, then type the text you 
want to appear. You can create both a header and a footer. 


3 Click Font, specify font options, then click OK. 


Tips 


¢ To view headers and footers, click View > Page, or click File > 
Print Preview. 


Inserting Page Breaks 


There are two kinds of page breaks: soft page breaks and hard page 
breaks. Soft page breaks are created by Corel Quattro Pro at the 
bottom of each page, according to the paper size you have selected. 
You can add hard page breaks manually. 


Right-click a vertical page 
line to set a hard page 
break at a column 


Right-click a horizontal page 
line to set a hard page break at 
a row 


1 To create hard page breaks in page view, click View » Page to turn 
on page view. 


2 Drag a soft page-break line where you want to set a hard page break. 
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To remove the hard page break, right-click the page line, then 
click Remove hard page break. 


To create a horizontal page break, you can also click the first 


cell in a row, then click Insert » Page Break. 


To create a vertical page break, you can also click the first cell 
in a column, then click Insert » Page Break. 


From Here... 


What else Lookin thismanual § Look in Help 


More about making Corel Quattro Pro 8 
it fit User’s Guide: 
Working with Data 


Inserting records in a 


table 


Transpose rows and 
columns 


Name cell groups More About 
Entering Text and 
Numbers, p. 257. 


Printing 
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CHAPTER 22 


Making It Look Good 


In addition to adding cell lines and borders to your notebooks, you can 
change the look of text, insert Clipart, draw arrows, and do much 
more. 


Changing the Look of Text 


To change the look of text, you can bold, italicize, change the font, 
and so on. In addition, you can double underline when totaling 
columns, or use TextArt to create geometrical shapes. 


Change the font and color of 
fext 


Change font size in the 
same cell 


Shape text with TextArt 


Use a double underline for 


Create text in a box 
totals 
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Changing Fonts 


1 Select the cells you want to change, then select options from the 
Property Bar. 


Alignment ake and text format | 


Cell lines and borders 


Font and font size Fill colors Text Color More font 
options 
>» You can also... 
Change multiple cells Select the cells, then choose 


font options 


Access more font options 


| Tips 
* Click a cell once to change the entire contents of the cell. 


* Click twice to change individual letters or numbers. In this 
way you can enter multiple fonts and font characteristics in 
the same cell. 


¢ Ifa font has a printer symbol beside it, text will print 
accurately on your printer but may appear differently on 
screen. Fonts without a symbol appear accurately on screen 
but may appear differently when printed. TrueType® fonts 
print as they appear on screen. 


Changing Text Color 


Even if you do not have a color printer, you may want to change text 
color in order to get different shading effects. 


1 Select the cells or text you want to change, then click 24). 
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Tips 


e After you add color, click elsewhere to deselect the cells and 
see the color. 


* If color does not appear as shading on your non-color printer, 
you might need to choose a darker color. Light colors print as 
white on some printers. 


* To change the colors available for text and background, look 
up color palettes in Help. 


Creating Text in a Box 


2 Press and hold down the mouse where you want to begin the box, 
then drag to create the box. 


3 Begin typing. Choose font options as needed. 


AXXX.....X je 
UAXK 2 eX 


Click the box to select it, 


Drag a sizing handle to size the 
g 9 then drag to move it 


box 


\ 


Drag a corner handle to size in 
two directions 


To delete a box, click it to select it, then press Del. 


* To edit a text box, double-click where you want to edit. 


¢ Ifyou are adding the text box to a chart or map (so that the 
text box moves with it), double-click the chart or map, then 
create the text box. 


Chapter 22 Making It Look Good 231 


Creating Fancy Text 


Use TextArt to create text in different shapes and designs such as 
waves, pennants, and circles. 


S, 


Text shapes 


1 Click Insert » Graphic > TextArt. 
Type the text. 


3 Select a shape, font, and color, then click outside the box to return 
to the notebook. w 


To delete a box, click it to select it, then press Del. 


If you are adding the TextArt box to a chart or map (so that 
the TextArt box moves with it), double-click the chart or 
map, then create the TextArt object. 
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Drawing Arrows, Lines, and Shapes 


When you create a shape such as an arrow or rectangle, it exists in a 
layer above the notebook. This means that you can move and size it. 
You can also create the shape as part of a chart or map. 


Arrows drawn over the notebook can be moved and sized. 


1 Click 


2 Drag to create the shape. 


i , then select a shape. 


» You canalso... 
Move a shape Click the shape, then drag it to 
a new location 
Copy a shape Hold down Ctrl while dragging 
the shape 
Size a shape Click the shape to select it, then 
drag a sizing handle 


Create circles and squares Hold down the Shift key while 
dragging to create an oval or 
rectangle 
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To delete a shape, click to select the shape, then press Del. 


If you are adding the object to a chart or map (so that the 
shape moves with it), double-click the chart or map, then 
create the shape. 


To customize a shape after you create it, right-click the shape, 


then click the Properties option. 


If you are adding objects to a chart you created on the 
notebook sheet, you can work in an enlarged view of the chart. 
Right-click the chart, then click Open. If you created the 
chart in its own window, right-click any cell in the notebook, 


then click Edit Chart. 


Inserting Clipart 


Use an image for a company 
logo 


Use an image to make 
your point 


] Click Ld (Scrapbook™). 


2 Specify a graphic, then drag to create a box for the image. 


» You canalso... 


Size the image Click the image to select it, then 
drag a sizing handle 

Move the image Click the image to select it, then 
drag it to a new location 

Size the image inside the box Double-click the image, click it 


again, then drag a sizing handle 
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>» You can also... 


Remove or change borders and _ Right-click the image, then click 
Chart Properties > 
Border/Color. To remove a 
border, click the white box. 


fill colors 


Tips 


¢ To use more sophisticated drawing tools, click Insert > 
Graphic » Draw Picture to launch Corel Presentations. 
Retrieve an existing image or create a new one. 


From Here... 


Insert objects from 
other applications 


More graphics 
More about cell lines 
and fill 


More about arrows, 
lines, and shapes 


More about available 
images 


More about putting 
text in boxes 


: Look in this manual 7 


Presenting Data 
Graphically, p. 237. 
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CHAPTER 23 


Presenting Data 
Graphically 


Creating Charts 


You can quickly create a chart from the data you have already typed. 
For example, you could use a bar chart like the one below to compare 
totals over time and show a trend. 


T 
{st Qtr 2nd Qtr 3rd Qtr 4th Qtr 


Bar chart 


You can put your chart on the notebook sheet to view or print it next 
to the data. Or you can create the chart in its own full-size window if 
you want it to appear alone on a printed page or in a slide show. When 
data changes in the spreadsheet, any corresponding chart data updates 
immediately. 


Quickly Creating a Chart 


You can have Corel Quattro Pro make some choices for you and 

quickly create a chart from the data you have entered. This method 

lets you create the chart, and then make changes afterward. 

1 Click any cell within the data you want in the chart, or drag to select 
data. 


2 Click [ltl 


, then drag to create the chart. 
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Creating a Chart Exactly 


This method lets you make choices along the way before the chart is 
created. You can still edit the chart after you create it. 


1 Drag to select the data you want in the chart, including column and 
row labels that you want to appear as axis labels in the chart. 


Click Insert > Chart. 
Follow the prompts to finish creating the type of chart you want. 


If you specified that you want the chart on the notebook sheet, click 
or drag where you want it. 


When you create a chart, an icon appears on the Objects page, the last 
page in the notebook. This page is useful for managing the charts in a 


notebook. Click L244 to view the Objects page. 


To create a chart on your own, right-click the cell where you 
want the chart, then click New Chart Window 


If you do not specify a chart type when you are creating a 
chart, Corel Quattro Pro selects one based on the data you 
have selected. 


When you have created a chart in its own window and you 
want to view the notebook sheet again, click the name of the 
notebook in the bottom-left corner of the window, or click 
Window in the main menu, then click the notebook name. 


Most chart types are interchangeable—if you select a different 
chart type or rearrange chart data, the chart rebuilds correctly. 
When you create XY or high-low charts, however, you must 
first arrange the data in a specific way. Look up these chart 
types in Help for more information. 


You can move and size a chart as you would other objects as 
described in this chapter. 


Editing a Chart 


You can edit individual chart elements or quickly change the overall 
look of a chart. 


1 If the chart is on a notebook sheet, click the part of the chart you 
want to edit. If the chart is stored in its own window, right-click a 
notebook sheet, click Edit Chart, then specify a chart name. 
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2. Click options on the Property Bar. A different bar displays 
depending on what you click. 


Foreground and 
Fill patterns background colors Titles 


= 


Change chart type Display a chart in its own Change more chart 
window for editing properties 


You canalso... 
Add, delete, or rearrange rows or Click Chart > Series or drag 


columns of data selected data from the notebook 
sheet to the chart 

Rename the chart On the Objects page, right-click 
the chart icon, then click Icon 
Properties 


Change a 3-D chart toa different | Click Chart > Perspective 

vantage point 

Explode a pie or doughnut chart Click the slice, then change the 

slice Explode percentage on the 
Property Bar 


Tips 


¢ When the chart you want to edit is on a notebook sheet, you 
can view it in an enlarged window as you work on it. Right- 


click the chart, then click Edit. 


¢ You can add a picture of a chart’s data in column/row form to 
the chart. When the data in the notebook changes, the data in 
the picture updates along with the chart. Open the chart by 
double-clicking it on its notebook sheet or on the Objects 
page. Click Insert » Link to Cells, drag over the area on the 
chart where you want the picture, specify the cells 
(contiguous) containing the data, and change any other 
options. To change the picture later, right-click it, then click 
Cell Properties. 
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Title 


Subtitle (optional) 


Creating a Bullet Chart 


You can use a bullet chart to emphasize major and minor points in a 
slide show or other presentation. A bullet chart has a title, an optional 
subtitle, and one or two levels of bulleted items. 


Use level-1 bulleted items for 
major points 


Use level-2 bulleted items for 
minor points 


Gomphrena Ballistoides conspicilium 
Compositae Gornphrena 
Gazania ee 
Tithonia Compositae 
Sanvitalia » Gazenia 
| Zinia b Tithonia 
alvaceae & Sanvitalia 
Alcea rosea bZinia 
Lavatera Malvaceae 
Brassica P Alcea rosea 


» Lavatera 
> Brassica 


1 Type the text for your chart in spreadsheet cells as shown above, 
then select those cells. 


2 Right-click the selected cells, click New Chart Window, then click 
OK. 


3 Tocreate the chart on the notebook sheet, click [a] then click or 
drag where you want the chart: 


Corel Quattro Pro recognizes that the data in the cells is text and 
creates a bullet chart instead of a numerical data chart. 


Do not use a blank line between rows of text unless you are 
starting a new bullet chart. If you are not including a subtitle, 
type the first level-l item in the row directly beneath the title. 


When the chart you want to edit is on a notebook sheet, you 
can view it in an enlarged window as you work on it. Right- 
click the chart, then click Open. 


When you have created a chart in its own window and you 
want to view the notebook sheet again, click the name of the 
notebook in the bottom-left corner of the window, or click 
Window in the main menu, then click the notebook name. 


You can create and format various bullet charts for a slide 
show. 
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Editing o Bullet Chart 


You can use a chart template to dress up your bullet chart. You can 
also change parts of the chart, such as bullet styles, fonts, colors, and 
line spacing. 


1 Right-click anywhere in the notebook window, click Edit, then 
specify the chart. 


2 Fora bullet chart on a notebook sheet, right-click the chart, then 
click Edit. 


Youcan...: 
Change the overall appearance 


Click lise 


Change parts, such as bullets, Right-click the item or area, then 

fonts, and colors click the Properties option 

Edit title or subtitle text Retype the text on the notebook 
sheet 

Add data toa chart thatisona Select the data on the 

notebook sheet spreadsheet, then drag or copy 


and paste it onto the chart 


Creating Slide Shows to Present Your Data 


You can use Corel Quattro Pro and Corel® Presentations™ to create 
slide shows. If you have already entered your data in a notebook, it 
may be easiest for you to create the slide show within Corel Quattro 
Pro. You can create, edit, and play a slide show. 


Creating a Slide Show 


The Slide Show Expert helps you create a slide show that consists 
primarily of bullet charts. After you have followed the steps below, see 
the next section, “Editing a Slide Show,” for information about 
working further on your slide show. 


1 Ona spreadsheet page, type the text for your bullet charts as shown 
below. 
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2 Click Tools > Slide Show » New, then follow the instructions. 


Title 
Subtitle (optional) Compositae 
Use level-one items for Gazania 
major points Tithonia 
Sanvitalia 
Use level-two items for Zinia 
minor points Malvaceae 
Alcea rosea 
Lavatera — 
Brassica _ 
A blank line indicates the 
end of a bullet chart. 
: Accomodado 
This row begins a new Aucous 
bullet chart slide. Ragix 
Purgare 
Quaesdae 
>» You canalso... f 
Add more slides Click Window >» Tile Top to 
Bottom. Click to move to 
the Objects page, then drag 
chart icons to the Light Table or 
to the slide show icon. 
Create a new slide Click f 
Assign a look Click , then select a master 
slide. 
Create a new slide show from Click LEM, press Shift while you 
existing charts click chart icons, then click |Fi 


Tips 


¢ Your slide show is saved as part of the current notebook when 


you click & 
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E 


diting a Slide Show 


1 If you are not already looking at your slide show in the Light Table, 
click View » Objects Page, then double-click the icon for the slide 


show. 


2 To edit the text, retype the text on the notebook page. 


La 


You can also... 
Move a slide 


Change transitions 


Standardize transitions for all 
slides 


Change parts of a slide, such as 
bullets, borders, text fonts, and 
colors 


Change the master slide to one 
of your own 


Drag the slide to a new position 


Click a slide, click [2 | > Slide 
Effects, then select a transition 
Click the Light Table 
background, then click es) > 
Default Effect 

Double-click the slide, right- 
click any part you want to 
change, then click the 
Properties option 

Click the Light Table 
background, then click bs 
Master Slide 


Tips 


¢ You can display different views of the Light Table as you work 
(large, small, and so on). Right-click the background of the 
Light Table, click Light Table Properties, then click Slide 


Type. 


¢ You can create your own master slide from scratch in the Light 
Table. Click Slides » New Master Slide. Right-click any part 
you want to change, then click the Properties option. 


¢ To turn off the effects of the master slide in a certain slide 
(such as the title slide), select the slide in the Light Table, 


ee 


click , then deselect any items. 


¢ When you edit a slide, your changes also affect the 
corresponding chart. However, deleting a slide does not 
remove the corresponding chart from the notebook. 
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Playing a Slide Show 


1 If you are not already looking at your slide show in the Light Table, 
click View > Objects Page, then double-click the icon for the slide 


Click Tools > Slide 


Show » Play show. 
2 Right-click the background of the Light Table, then click Play Slide 
Show. 
ood is ee 
Go to the next slide Left-click or press any key (except 


Backspace) 
Go to the previous slide Right-click or press Backspace 


Go to a slide you specify Click both mouse buttons at the same 
time, or press F5 


Stop the slide show Press Escape 


Tips 


¢ To hide the pointer as you run a slide show, click View > 


Objects Page (from a spreadsheet window), right-click the 
slide show icon on the Objects page, then click Slide Show 
Properties » Show Pointer > No. 
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Creating Maps 


Create a map for decoration 
or use it fo present data 


Occasionally you may want to insert a map to go along with your data. 
You can create the map for decoration, or you can use the map to 
present information. The map can be created on the notebook sheet, 
then moved and sized. You can also add images or drawing objects to 
the map itself. 


XXXXXX XXXXXXX 


Create a legend that 
explains the data 


100 - 250,000,000 C_] 250 - 500,000,000 


Xooxx Hoon Kook 
< 50,000,000 —_§§]50- 100,000,000 
5- 1,000,000,000 ff - 1,500,000,000 


Map data needs to be associated with a recognizable location name. 
For example, you could map the population in each prefecture in 
Japan, or product sales by state in Australia. Follow these guidelines 
when creating a map: 


¢ Corel Quattro Pro can recognize regions only in maps that have 
been installed. 


e All region names must be the same type. For example, you 
cannot use France, Germany, and Sicily as region names in the 
same map because Sicily is part of Italy, not a nation itself. If you 
replace Sicily with Italy, however, you can display your data in a 
Western Europe map. 


Creating a Map 
1 Select any blank cell, then click Insert » Graphic » Map. 


2 Select the map that matches your data, then click Next. 


3 Specify the cells that contain region names, then specify the cells 
you want to compare with different colors in Color data. 


4 Tocompare another set of data using patterns, specify cells for 
Pattern data. 


5 Click Next and follow the remaining steps. Click Tip when you 
need more information. 


6 If you selected Notebook Page before you clicked Finish, drag over 
the area for the map, or click anywhere to have the map 
automatically sized. 
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¢ You can move and size a map as you would other objects as 
described in this chapter. To edit a map, right-click the map, 
then click Map Properties. 


¢ For region names, you can enter country names (Britain, 
France, Germany, and so on) or enter standard abbreviations 


(GB, FR, DE). You can also use standard region IDs if you 
have installed maps of those regions. 


¢ Ifthe legend is covering part of the map, double-click the map, 
then drag the legend to a new location. 


¢ To identify any location on a map (for example, identifying 
your corporate office), look up overlays in Help. 


From Here... 


_ What eke Look in this manual Look in Help 


Corel Quattro Pro 8 
_User’s Guide: 
Creating Charts 


More about charts 


Corel Quattro Pro 8 
User’s Guide: 
Creating Slide 
Shows 


More about 
presentations 


Corel Quattro Pro 8 
User’s Guide: 


More about maps 


Creating Maps _ 
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CHAPTER 24 


Printing Data 


Printing your notebook is often the final task in a project. If you have 
not installed printer drivers, see your Windows manual on installing 
printers before doing the tasks in this chapter. 


Selecting a Printer 


Corel Quattro Pro automatically uses the printer you have set up and 
selected in Windows when you print your notebook. If you want to 
select a different printer for Corel Quattro Pro, 


1 Click File » Print » Printer, then select your printer from the Name 
drop-down list. 


Adding a Printer 
1 Click File > Print » Details >» System Printers. 


This will take you to the Windows Printers folder where you can add a 
printer. For information, refer to your Windows documentation. 


Previewing Your Notebook Before Printing 


You can save paper—and often time—if you preview the notebook 
before you print it. 


1 Click File > Print Preview. 
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Changes You Might Make After Previewing 


Print pages landscape instead of portrait. Click File » Page 
Setup > Paper Type > Landscape. Portrait orientation formats a 
line of text parallel to the short edge of the paper. Landscape 
orientation formats the text parallel to the long edge. 


Have Corel Quattro Pro change the font size so more text will fit 
on one page. Click File » Page Setup >» Print Scaling > Print to 
desired width, then specify 1 page wide and 1 page long. 


Drag text, objects, or charts from one page to another. Click 
View » Page, then drag items. 


Break pages in more logical places; look up page breaks in Help. 


Print headings on every page. Click File » Page Setup > 
Options, then specify the cells that you want as top heading or 
left heading. 


Change the margins. You can move the margin guidelines that 
display in File >» Print Preview. 


Add headers and footers. Click File » Page Setup > 
Header/Footer. Click Create, then type the text you want. 


Printing Data 


(lick the Print drop-down list 
to specify the portion of the 
notebook to print 
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Once you have selected a printer, you can print a notebook. Any 
floating objects (charts, QuickButtons, drawn objects, and so on) in 
the print block are printed with the notebook data. 


1 Click 


to print with your last print settings, or click File > Print 


to specify what to print. 


Specify a number of copies 


Lastly, click Print 


» You canalso... 


Print a chart or map from a Click the object, then click File 
notebook sheet > Print 

Print a chart, pee) slide, or slide Click , click the icon for the 
show from the Objects page chart, map, slide, or slide show, 


then click File > Print 


Tips 


¢ If your printout is not readable because of colored background 
or text, click File » Print » Details » Adjust image to print 
black and white. This setting prints all backgrounds white, all 
text black, and all lines black. 


To view the status of your print job, click File » Print > 
Status. Print jobs appear in the order they were sent. 


To cancel or pause a print job, click File » Print > Status. 
Confirm that the file currently printing is the one you want to 
pause or cancel, then click Document » Pause Printing or 
Cancel Printing. 


From Here... 


More print options Corel Quattro Pro 8 | 


User’s Guide: 
Printing Data 


Send a notebook 
through e-mail 
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CHAPTER 25 


Managing Files in Corel® 
Quattro® Pro 


Opening Files 


] To open a file, click 
2 Specify the filename. 


To open... 

An Internet file Type a URL in the File name text box (for 
example, http://www.corel.ca/product/prod.htm 
or ftp://ftp.corel.ca/pub/win/info.wb3) 

A file in another Specify the appropriate filename extension in the 

format List files of type box 


Tips 


¢ You can also insert a file into an existing notebook. Click 
Insert > File. Specify what sheet you want the file inserted 
before by selecting any cell on that sheet, then specify the file 
you want to insert. 


When you open a .wk3 file, any Impress™ files it includes are 
also opened. When you open other Lotus® 1-2-3® files, any 
included Impress or Allways™ files are also opened. 


Inserting a Text File and Rearranging It in Columns 


You can insert a text file and rearrange the text in columns at the same 
time. Also, you can rearrange text in your notebook. For example, if 
you inserted text using Insert > File, you may need to rearrange rows 
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of data so that headings appear over the correct columns. 

1 Click Tools » Data Tools » QuickColumns. 

Specify a file or block to rearrange in the Source box. 

Specify where to insert the rearranged file in the Destination box. 


Click Advanced to preview how the text will be inserted. 


wn > w PP 


If the text appears how you want it inserted, click Parse. 


Saving Files 
Backing Up Files Regularly So You Do Not Lose Work 


It is a good practice to click ite press Ctrl+S often to save your 
work. In addition, you can have the program save a temporary backup 
file periodically to help prevent data loss. Then, in the event of a 
power failure or other unexpected disruption, you can recover work 
that might otherwise be lost. 


1 Click Tools » Settings » File Options. 
2 Specify a time interval under Timed document backup every. 


For example, if you set the time to 5, Corel Quattro Pro saves the 
active notebook to a temporary backup file every 5 minutes. 


Tips 


¢ Ifyou exit Corel Quattro Pro unexpectedly, you will be 


prompted to recover any open files the next time you start 
Corel Quattro Pro. 


Saving Part of a Notebook 


You can save part of a notebook to a separate file, leaving the original 
file intact. 


1 Click Tools » Data Tools » Extract To File. 


2 Specify the cells to save in the Cell(s) text box. You can specify 
noncontiguous blocks by separating the sub blocks with commas, for 
example, A2..A5,B7,D5..E12. 


3 Click Formulas to save the cells exactly as they are, or click Values 
to save the resulting values instead of the original formulas. 


4 Type a filename in the File Name text box. 
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From Here... 


Tips 


* For additional information about saving part of a notebook, 
look up extraction in Help. 


Saving Files to Other Formats 


1 Click File > Save, specify the file type in the Save as type box, then 


type a filename. 


The entire file is saved when saving to .wk3, .wk4, and .xls 
(Microsoft® Excel® versions 5 and 7). When saving to all other 


formats, only the current sheet (or the first non-empty sheet) is saved. 


Customizing Open and Save 


You can set open and save options so that the same folder always 
displays or the same notebook always opens when you start Corel 
Quattro Pro. 


1 To make the same folder display, click Tools » Settings > File 
Options, then specify a directory. 


2 To make the same notebook open, Click Tools > Settings > File 
Options, then specify the file in the Autoload File text box. 
Restoring Your Notebook to Its Original State 


1 If you make changes to a notebook, then want to restore it to its 
original state, click File » Close » No. 


What else | : Look in this manual 


More about inserting 
text files 


More about saving 


Save part of a 
notebook 


Combine notebooks Working with Data, 
p.41i. 


Prepare a notebook 
for a service bureau 
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What else __ Look in this manual I _ Lookin Help 


Open Document 
Management API 
(ODMA) standard 


Publish a document Corel Quattro Pro 
to view on the and the Internet, p. 
Internet Dol 


Publish a notebook 
to distribute online 
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CHAPTER 26 


More About Entering 
Text and Numbers 


Entering Dates and Times 


1 Click Insert » Date to enter the current date, or enter a date and 
time in a cell. 


>» You can also... 


Format dates 


Click the date or time, click EB] » Numeric 
Format > Date or Time, then select a format. 
Note the example in the dialog box. 

Force cells to Select the cells you want to set up, then click 
accept only 
dates 


Tips 


¢ Ifyou typically type dates as December 5, 1997 or 12/5/97, 
type your dates like that. If you typically type dates as 5 
December 1997 or 5/12/97, type your dates like that. You can 
enter dates in other formats, also. Look up dates in Help. 


ue] » Constraints » Dates Only. 


* To enter dates or times in a different format, look up 
international options in Help. 


¢ To fill cells with dates or times, click Edit > Fill > Fill Series. 
Type the beginning date or time in the Start box. 


¢ Each date you enter is stored as a five-digit serial number. You 
can see this number in the input line. This date number is used 
for calculations. 
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Inserting International Characters and Other Symbols 


Corel Quattro Pro comes with additional characters that are not 
available from your keyboard, such as bullets, small icons, international 
characters, currency symbols, and math symbols. 


1 Begin typing in a cell. 


Click Down arrow to see 
all the characters 


(The character you see will vary; it is the last character chosen from 


the list.) 


Entering Short Lines of Text 


You can type short lines of text in one cell, such as an address. 
1 Click the cell where you want to type the text. 
Click a 


Type the first line of text. 


» Alignment > Wrap Text. 


Press Alt+Shift+Enter to move to the next line. 


um = w PP 


Continue typing, pressing Alt+Shift+ Enter whenever you want to 
move to a new line. 


Filling Cells with a Sequence of Values 
Filling Cells with Months, Days, or Quarters 


cc 


1 Click EB), then select a Series Name. 


2 Click Columns, Rows, or Tabs to specify what to fill. 
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Select the cell(s) to act as 
a seed value for the 


5é 
ce 


S 


ey lus the blank 


fo fill with entries. . . 


Filling Cells with Any Sequence of Information 


You can fill a group of cells with a sequence of numbers, text, or text 
and numbers by entering the first few numbers of the sequence. 


1 Enter the first value or first few values of the sequence (for example, 
January or 10, 20 or Ist Quarter). 


THelvetica Conden | fio | 
IN 


eA =———.. then click QuickFill. 
Duckhorn Winery 
Sales Results 
Feb Mar 
Merlot $384.00 $357.00 $523.00 
Opal $875.00 $645.00 $711.00 
Fignon $986.00 $756.00 $843.00 
Duckhorn Winery 
Sales Results 
Jan Feb Mar Apr May dun are and the cells are 
Merlot $384.00 $357.00 $523.00 filled with the series. 
Opal $875.00 $645.00 $711.00 
Fignon $986.00 $756.00 $843.00 


¢ To create your own sequence, look up QuickFill in Help. 


Filling Cells with a Sequence of Numbers , Formulas, Dates or 
Times 


1 Select the cells to fill. If you select a noncontiguous group of cells, 
Corel Quattro Pro fills it in the order selected. 


2 Click Edit > Fill > Fill Series. 
3 Type a Start value (number, formula, date, or time). 
4 Type a Step value. 


This is the constant value to add (or multiply or use as an exponent) 
with the Start value or the previous value. If you want the values to 
decrease, enter a negative number and a Stop value lower than the 
Start value. The Step value can also be a formula. 
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5 Type a Stop value. 
6 Click Column to fill columns or click Row to fill across rows. 


7 Click the series you want to determine the fill. Right-click a series 
option for more information. 


Copying Formatting from One Cell to Another 


To copy formatting (background color, font, numeric format, and so 
on) of one cell to another cell, 


1 Click the cell(s) with formatting you want to copy, click Ea, then 
click the cell(s) to copy the formatting to. 


2 When you have finished, click [3 to deselect the copy formatting 
tool. 


Applying Several Formatting Characteristics with a Style 


When you combine several characteristics together—for example, font 
type, font size, bold, currency numeric format, and left alignument—you 
create a style. Applying a style is faster than setting each property. 
There are several predefined styles to apply to text and numbers. 


1 Select a cell or group of cells. 


2 Click the Style list and choose a predefined style that you think will 
match your data. 


Style list 


These formats come predefined, but you can change what 
characteristics are associated with a format, and then apply that format 
to all future notebooks. 


3 Click Format > Styles. 


4 Click a style in the Define Style For box, then change any properties 
for that style (Alignment, Format, Protection, and so on). 
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From Here... 


What else 


More about 
paragraphing in cells 


Create a budget 


Create a mortgage or 
refinancing schedule 


Look in this manual Look in Help 
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CHAPTER 27 


Creating Formulas 


After entering your data in the notebook, you can perform calculations 
on it by entering simple formulas or using @functions, which are built- 
in formulas. 


Your calculations may be simple—like totaling a column of numbers. 
You may want the average value, minimum value, and maximum value 
in a column. For more complex calculations, such as standard 
deviations, you can use @functions. 


Creating Simple Formulas 


You can create formulas using both numbers and cell addresses and 
names. Cell addresses and cell names are useful in formulas because 
the formula takes the current number in that cell address or name. 
Thus, when you change values in those cells, the formulas update. You 
can create simple formulas with the following tools. 


Item Example Result 
Operators 100+25 125 
(Fy dura ls) eeelOUeLS 75 
100*25 2500 
100/25 4 
sje 9 
Fractions 12476 75 
Parentheses 4*(24+3) 20 
Cell address A10-3 The value in A10 minus 3. If 
A10 contains 10, then the 
result is 7. 
Wages:D5+5 The value in cell D5 on the 


sheet Wages. If D5 contains 
25, the result is 30. 
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Item Example Result 

Cell name Total-Expenses The value in the cell named 
Total minus the value in the 
cell Expenses. If Total 
contains 500 and Expenses 
contains 100, the result is 400. 


To create a simple formula, 


1 Click a blank cell, then begin typing the formula. 


To inserta... Click after an operator or left parenthesis, 
then... 

Cell address Click the cell you want in the formula, then 
click back in the formula cell 

Cell name By 


Type the name or click L&4l above the column 
letters in the input line 


2 Press Enter when you have finished creating the formula. 


To see the formula, click 
the cell and look in the 
input line 


The formula results appear 
in the cell. 


cc) i ) ia 
>» You canalso... 


Watch a formula cell Drag the cell to the bar at the bottom of 
as it updates the screen (helpful if you are working in 
another notebook or on another sheet). 


Change a formula to its Select the formula cell, then click Edit > 
result Convert to Values. 


Calculate a formula as Press F9 after you enter values. This 
you go enters the value instead of the formula. 
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Tips 


¢ When you start a formula with a cell address or a cell name, 
type + before the address or name so Corel Quattro Pro 
knows it is a formula. 


e When you type the / symbol, Corel Quattro Pro might assume 
you are typing a date. For example, 4/4 might be interpreted as 
the date 4/4/97. To divide a number that might be interpreted 
as a date, type + and then type the formula. 


¢ Numeric formatting does not affect values themselves, just 
how they are displayed. The formula is still calculated to 16 
significant digits. The stored number is displayed in the input 
line when you click a cell. 


¢ You can also add comments to formulas. See “Working with 
Data,” page 271. 


Inserting Numbers into Existing Formulas 


(lick the pointer to point to 
cells to insert in the formula 


(lick to insert an @function 
inside another function 


Corel Quattro Pro comes with numerous built-in formulas called 
@functions which you can use to calculate and analyze your data. 


1 Click a blank cell, then click Insert » Function. 
2 Select a function, then click Next. 
3 Fill in the information needed. 


For example, 


Formula Composer - A:G8 


Insert a name for a group of 
cells 


Specify information for 
arguments 


(lick for more help 
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¢ If you cannot click (BSI, make sure the insertion point is after 
an operator or a left parenthesis. 


* Some functions have optional arguments. They are noted by 
<> (for example, <Bits>). 


¢ You can also use dates and times in formulas. 


* Ifyou type an @function directly into the cell, its arguments 
appear on the Application Bar at the bottom of the screen. 


* If your notebook is taking too long to recalculate, click Format 
> Notebook > Recalc Settings and select a different setting. 


Editing a Formula 


Double-click a formula cell. 


Note that all cells that are used 


in the formula are outlined in @SUM(B2..C2) 
blue 1, ieee: 
See 6| Fauen Sl 
3 7 10 
6 22) 28. 


Tracing Errors in the Notebook 


Auditing visually shows data used in formulas. If you are looking at a 
formula cell, Auditing can show all cells that provide data to that 
formula. It can also show all formulas that use the data from a 
particular cell. Auditing is particularly useful for fixing errors. 


All cells that provide data to the 
formula are outlined in blue. 


Sharon O'Neill 
) fli Xiaoshen 
Rodrigo Calerén De la Pena 
Kurt Schmidt 
Jean Renaux 
Isabella Agustini 

Oyama Yoko 
Henri Steiver 


Auditing palette 


The arrow points to the Region 1 
formula. i : 
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Tracing a Formula Backwards Through the Notebook 


1 To see all cells that provide data to a formula, click the formula cell, 
then click Tools » Auditing » Trace Precedents. 


The cells that provide data to the formula are outlined in blue. These 
are the first-level precedents. These cells might rely on other cells for 
data. 


2 Click U8! on the Auditing palette to display the next (second) level 


of precedents. 


3 Continue to click {48} until no more precedents display. 


Seeing How a Cell Affects Formulas in the Notebook 


1 To see all formulas that use the data from a particular cell, click the 
cell, then click Tools » Auditing » Trace Dependents. 


2) Click to see if the formula cells are, in turn, used by other 


formulas. 
3 Click until no more dependents appear. 


Fixing Errors 


You might get several types of errors when you are creating formulas. 
When you get a syntax error, you need to correct the error before 
Corel Quattro Pro can accept the formula. If ERR displays instead of 
the formula results you expected, a value in the formula cannot be 
calculated. NA appears when necessary information is currently not 
available, such as when you link a formula to another source and the 
notebook was not updated when you opened it. To correct these 
problems try the following tips. 
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Check that there is a right parenthesis for every left 
parenthesis. 


You can click 2) with the insertion point in the cell to use the 
Formula Composer™ to fix errors. 


If the formula contains a function, press F1 with the insertion 
point in the cell to check that you have entered the function 
in the right syntax. 


You can fix the problem later by typing ‘ as the first character 
in the cell. Corel Quattro Pro interprets the cell contents as 
text instead of a formula. 


A cell address or name could have been entered wrong. 


The formula could contain an invalid calculation, such as 
dividing by zero. 

You may have moved data into the upper-left cell or lower- 
right cell of a named area or into a single cell used in the 
formula. Thus the formula containing the reference becomes 
invalid. 


Any @function or other formula that references an ERR or 
NA cell also returns ERR or NA. 


You may have inadvertently referenced a cell to itself. If this is 
the case, will show at the bottom of the screen. To find 


the circular reference, click to move to the cell. Or click 
Format » Notebook > Recalc Settings; the cell that is 
involved in the circular reference will appear in the center of 
the dialog. 


Copying Formulas 


Choosing Whether to Adjust the Formula to a New Location 


When a formula contains cell addresses, you can have the formula 
adjust to the new location, or you can copy the exact formula and cell 
addresses. When you copy a formula, if there are values for the formula 
to use, the formula changes to match its new position. 


Copy formula from A3 to B3 


Formula adjusts to add values 
in column B 


If you copy a formula and there are not values for the formula to use at 
the new location, Corel Quattro Pro does not know if you want the 
original formula or if you want to adjust the formula to the new 
location. So, it lets you know that the new formula would be using 
empty cells. To change the formula to the original formula, click Fix It. 


If you want to use the 
original formula, click Fix It. 


Notice that the formula 
has adjusted to the new 
location. 


If you want to keep the new 
formula that has adjusted to 
row E, just close the box. 
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If you click Fix It to show the original formula, Corel Quattro Pro 
shows the values used in the formula. 


The arrows show that the 
formula is using the values in 
cells Al and A2. 


Tips 


¢ In the above example, the original formula was changed to 
+$A1+$A2 so that when you copy the formula another time, 
it will copy the original formula. The item that follows the 
dollar sign ($) will stay the same when copied. 


When you enter a formula that you anticipate copying, you 
can specify that all or part of a cell address remain the same 
when copied. Just insert a dollar sign ($) before the coordinate 
you want to remain fixed. For example, A$1 makes only row 1 
absolute. The column letter will change to the new column 
location. Cell addresses containing dollar signs ($) are also 
called absolute addresses. 


From Here... 


What else Look in this manual Look in Help 


Calculate dates and 
times 


Analyze data and Corel Quattro Pro 8 

make predictions User’s Guide: Using 

with built-in tools Built-In Analysis 
Tools 
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CHAPTER 28 


Working with Data 


Creating Locked On-screen Titles 


You can lock specific rows and columns of a notebook sheet on screen 
as titles. When you scroll, the titles remain fixed on screen. 


1 If necessary, scroll the notebook sheet so the column(s) or row(s) 
you want as titles are visible at the upper left of the window. 


Molockeva. Click... 


Row(s) only The cell in column A that is below the last row 
you want locked 


Column(s) only The cell in row | that is to the right of the last 
column you want locked 


Rows and columns The top-left cell of the part you want to remain 
at the same time scrollable 


2 Click View > Locked Titles. 


Tips 


* Locked titles do not appear on the printed page. To print 
column or row headings on each sheet, click File » Page 
Setup > Options, then specify the cell(s) containing the 
headings. 


Organizing and Keeping Track of Data 
Naming Cells 


Instead of referring to a single cell or group of cells by its coordinates, 
such as B10 or C15..F21, you can name it. This has several advantages: 
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¢ A name is easier to remember than coordinates. It makes a 
formula easier to understand. For example, +PRICE-COST is 
more understandable than +B15-D8. 


* You can click to quickly select named cells or enter them in 
a formula. 


¢ Ifyou move the named cell or group of cells, the name is still 
associated with the same data, regardless of the new cell 
coordinates. 


¢ It increases accuracy. If you mistype a name, a warning message 
alerts you. If you mistype the coordinates, the program cannot 
warn you. 


1 Select the cell(s), right-click the selection, then click Name Cells. 
2 Type a name, then click Add. 


To see a list of the names you have defined, click SS ; 


If you delete a name, any formulas containing the name 
change so they refer to the cell coordinates instead. 


You can also name cells using their labels or combine their row 
and column labels to create a name. For more information, 
look up naming in Help. 


To create a table to list the names you have created, click 
where you want the table, then click Insert » Names » Cells > 
Output. If you add, change, or delete a name, re-create the 
table to reflect the changes. 


Adding Comments 
1 Right-click where you want the comment, then click Insert 
Comment. 


Type the comment, then click outside the comment bubble. 


3 To read the comment, point to the cell (indicated by a small red 
triangle in the upper-right corner) without clicking. 


The comments do not print, unless you specify to print them in File > 
Page Setup » Options. 
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Tips 


° To edit or delete a comment, right-click the cell containing it, 
then click the option you want. 


Adding Color to a Range of Data 


You can add color to values that are above, below, or within a certain 
range you specify. For example, you can display all negative values in 
red, or display all values greater than 1000 in green. You can also add 
color to ERR values. 


1 Right-click a sheet tab, click Sheet Properties, then click 
Conditional Color. 


2 Specify the range by typing the smallest value and the largest value. 


3 Specify colors for any of the options. 


Working with Cells, Rows, and Columns 


Hiding Columns and Rows 


You can temporarily remove columns or rows from view and from 
printed pages, but still use the data in calculations. 


1 Select the row number(s) or column letter(s). 
2 Right-click the selection, then click Hide. 


To reveal a hidden column, place the mouse pointer slightly to the 
right of the hidden column’s border or below the hidden row’s border, 
then drag. To easily reveal several rows or columns, select cells on both 
sides of the hidden area, then right-click the selection. Click the 
Properties item, then click Reveal under Column options or Row 
options. 


Forcing Cells to Accept Only Text and Dates 


1 Select the cells you want to set up. 


2 Click 28, then click Constraints. 
3 Click Labels Only (text only) or Dates Only to limit what users can 
enter. 


Preventing Data from Being Edited 
1 Move to the sheet you want to protect. 


2 Click Format > Sheet, then click Protection. 
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To protect... Clicku: 
All cells on the sheet from edits or Enable Cell Locking 
data entry 


All floating objects on a sheet from Enable Object Locking 
being changed 


Tips 


* You can turn off protection of specific cells or objects so users 
can enter data in specific cells or change specific objects. Look 
up protect in Help. 


Linking Data Between Notebooks 


274 Chapter 28 Working with Data 


You can link data from one notebook to another notebook and have it 
update when the original data changes. For example, this is useful 
when you want to share information among several users or work with 
single-sheet notebooks that are not in 3-D formats. 


! 


2 In any notebook, right-click where you want the link, then click 
Paste Special > Link. 


¢ For tips on typing the reference to the original data instead of 
selecting it, look up links in Help. 


You can type a link and enter a URL in the brackets to link to 
a notebook that is on the Internet (see “Corel Quattro Pro and 
the Internet,” p. 291.). 


¢ You can use a wildcard character (* or ?) to create a link to 
the same place in all open notebooks at once. For example 
@SUM([*]C:F6) adds the values in cell F6 on sheet C of 


every open notebook except the active notebook. 


Maintaining Notebook Links 


1 From the notebook that contains the links, click Edit » Links, then 
click an option. 


Tote. Click=s. 


Open one or more notebooks that are linked to Open Links 
the active notebook 


Recalculate data in the active notebook based Refresh Links 
on data in closed notebooks 


Move all links that reference one notebook toa Change Link 
different notebook (useful if you have renamed 
notebook) 


Remove all links to any notebook Delete Links 


Be careful when deleting links; you cannot click L2J to restore them. 


Tips 
¢ While you are using one notebook on a network, others can be 
working on linked notebooks (which remain closed to you). If 


people announce over the network when they save or close a 
file, you can use Refresh Links to access updated values. 


When you delete links, each link changes to ERR. You can 
replace ERR in any formula with valid references. 


Sharing Data Among Applications 


You can use information from one Windows application in a different 
Windows application. 


For example, you can link sales data from a Corel Quattro Pro 
notebook into a Corel® WordPerfect® memo. When you edit the 
spreadsheet, the data updates in the memo. Or, you can embed a 
notebook that you want to edit independently of the original 
spreadsheet. For more information about linking and embedding, look 
up linking and embedding in Help. 


4 Ko, ae 


Link or embed text, data, or a graphic from Drag the object into 
another application into Corel Quattro Pro Corel Quattro Pro 


Link a Corel Quattro Pro object into Press Ctrl+Shift while 

another application dragging the object into 
place 

Embed a Corel Quattro Pro object into Press Ctrl while 

another application dragging the object into 
place 
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The way you drag to link objects from other applications can vary. 
Frequently, dragging moves an object, pressing Shift while dragging 
links an object, and pressing Ctrl while dragging embeds an object. See 
the documentation for the application you are using. 


You can right-click a linked or embedded object to open it, edit it, 
update it, play it (if it is a video or sound object), or convert it to 
another format (for example, you can convert an object from a chart to 
a bitmap object). 


From Here... 


What else Look in this manual Look in Help 


Combine notebooks Corel Quattro Pro 8 
to add, subtract, User’s Guide: 
multiply, or divide Working with Data 
cells from one - 2 
notebook to another 


Split the notebook 
to see two parts at 
once 


Save a window 
arrangment 


(Workspace) 


Transpose columns 
and rows 


Link to Corel® mporting Data from 
Paradox®, Reflex®, a Database, p. 284 
or dBASE® database 


files 
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CHAPTER 29 


Sorting, Filtering, 
Summarizing, and 
Importing Data 


Sorting and Filtering Data 


You can quickly sort or filter rows of data. For example, you can 
rearrange the rows below by ordering the names in Column C 
alphabetically, or you can show sales figures for Region 3 only. 


Amount 
$100,000.00 Bob 
$20,000.00 Bill 
$30,000.00 June 
$40,000.00 Jill 
$80,000.00 Chris 
$40,000.00 Sue 
_ $20,000.00 Gary 
$150,000.00 Zoe 


“Region 


1 Select the data you want to filter, including headings, then click 
Tools > QuickFilter. 
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2 Click 


in the column containing the data you want to sort or 


filter, then click an option in the list. 


Sales Area |> 

Show All) 
(Top 10...) 
(Custom...) 
(Blanks) 
(Non Blanks) 


= 


(Sort A-2) 
| (Sort Z-A) 


oO Orroroo rod: OO 
Le) 
oe 

OO O10 10/};O0: 2/10 


Region 1 
Region 2 


For example, click here. . . 


“Amount 


Sales A 
... fo show the sales tRegion3 -—- $30,000.00 Sue 
figures for only Region 3. Region3 «($20,000.00 Gary 


Tips 


* Click Custom in the QuickFilters list to use operators such as 
greater than and less than as you filter data. For example, to 
list addresses containing postal codes only in the 80000’s, you 
could specify that you want to include only those codes that 
are greater than or equal to 80000 and less than 90000. 


¢ To identify information that is missing from your data, click 
Blanks in the QuickFilters list. For example, imagine columns 
of names, addresses, and phone numbers. To see what phone 
numbers were missing, you could filter the phone number 
column by blanks. 


* QuickFilters is the quickest and easiest way to sort rows. 
However, it sorts rows using information in only one column 
and it does not allow you to save your sort conditions so you 
can change them or reuse them. If you need to save sort 
conditions for future use or sort by more than one column, see 

“Sorting Data Using More Than One Column” below. 
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Sorting Data Using More Than One Column 


When the column you want to sort by contains some identical items 
(for example, identical last names), you can have those items sorted in 
the correct order by specifying a second sort column. 


1 Select the data you want to sort. The cells must be contiguous and 
be confined to one notebook sheet. 


Click Tools > Sort, 


then specify options 2 Press Ctrl+Shift and click the first column to sort by (such as the 


Last Name column), the second column to sort by (such as the First 
Name column), and so on. You can sort by as many as 5 columns. 


Right-click a toolbar, then click Selection Formatting. 


Click LEE to sort in ascending order, or click L& 


se 4 to sort in 
descending order. 


Tips 


e You can click L=J to undo a sort operation. 
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Summarizing Data in an Outline 


Indicates an outline group; 
click the button or the line to 
collapse or expand the group 


Indicates the row containing 
the summary cell for the 
group; click here to collapse or 
expand the group 


You can show only certain parts of your data by grouping rows or 
columns of data in an outline and showing only summary cells such as 
totals and averages, while hiding detailed cells. For example, you can 
summarize the data below by showing only the sales totals for the two 
products below: 


Sales 


Product 1 Retail $2,900.00 
VYVholesale 111. $2,220.00 

Mail Order 22, $440.00 
Telemarketing 33 $660.00 

Private Label 2 $40.00 

Product 1 Total $6,260.00 

Product 2 Retail 253 $5,060.00 
Wholesale 167 $3,340.00 

Mail Order 42 $840.00 
Telemarketing 29° $580.00 

Private Label 5 $100.00 

Product 2 Total $9,920.00 


Product 1 Total 
Product 2 Total $9,920.00 


Ate using Outline, only the summary cells and the data on their rows are 
visible. 


In an outline, each group of detailed cells and their associated 
summary cell is an outline group. In the example above, D3..D9 is one 
group and D10..D15 is the other. You can create outline groups 
automatically, then add other groups as needed manually. Or you can 
create all outline groups manually. 


Outlines can be vertical or horizontal, depending on whether your 
summary cells summarize detailed cells that are arranged in rows (as in 
the example above) or in columns. 


Creating an Outline Automatically 


1 In your notebook, add any formula or formulas that summarize data 
cells in adjacent rows or columns. For example, add a column of 
totals next to the cells you want to total. 


2 Click any cell in the notebook. 
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3 Click Tools > Outline » Auto Outline. 


a ei eo 
| Sales 
Retail 145. $2,900.00 
Wholesale 111 $2,220.00 
Mail Order 22. $440.00 
Telemarketing 33, $660.00 
Private Label 2 $40.00 
Product 1 Total — $6,260.00 
Retail 253° $5,060.00 
Wholesale 167 $3,340.00 
“Mail Order 42 $840.00 | 
Telemarketing 29 $580.00 
Private Label 5 $100.00 
Product 2 Total ~ $9,920.00 


» Youcanalso... 


Hide or show an outline and its Click 
outline indicators, which appear 

in the panel on the side or top of 

the notebook 


Ungroup cells that were grouped Select the cells (including the 
automatically by Outline ) 


summary cell), then click #31 . 
To group selected cells, click 


Remove all outline groups on 
the current sheet 

Apply a predesigned format toa Select the outline cells you want 
block of cells in an outline 


to format, then click 


= or in the 
panel on the side or top of the 
notebook. 


Expand or collapse outline Click echer 
groups 
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Tips 


¢ Before you can automatically outline data, it must contain 
detailed cells and summary cells. If the summary cells contain 
values instead of formulas, if they are not adjacent to the 
detailed cells, or if you want to add more outline groups, you 
can create outline groups manually. Look up outlines in Help. 


An outline can summarize data in part or all of a notebook. A 
notebook sheet can contain only one outline. 


To print an outlined summary report, expand or collapse the 
outline groups you want to show or hide, then click File > 
Print. 


To sort an outline group that is either expanded or collapsed, 
click Tools » Sort. 


Summarizing Data in a Report 


You can create a summary of your data in a format that is simple and 
easy to read. This is especially useful when you are working with large 
pieces of data, such as imported databases. For example, you can easily 
find out how many cases of wine were sold each quarter by the two 
wineries in the data below... 


Quarter Winery Appellation Region CostPer Case Cases Sold Sales 
1991:01 Beaulieu Cabernet Sauvignon North $165 450 $74,250 
1991; Q2 Beaulieu Cabernet Sauvignon | North $165 550° $90,750 
4991.3 Beaulieu Cabernet Sauvignon North $165 575. $94,875 
1991:04 Beaulieu Cabernet Sauvignon North $165 650 $107,250 
1991 G1 Beaulieu Cabernet Sauvignon South $165 320 $52,800 
1991 Q2 Beaulieu Cabernet Sauvignon South $165 325. $53,625 
1991: Q3 Beaulieu Cabernet Sauvignon South $165 330. $54,450 
1991 Q4 Beaulieu Cabernet Sauvignon South $165 350 $57,750 
1991:Q1 Beaulieu Cabernet Sauvignon East $165 350 $57.750 
1991:Q2 Beaulieu Cabernet Sauvignon East $165 360 $59,400 
1991.03 Beaulieu Cabernet Sauvignon East $165 370 $61,050 
1991 04 Beaulieu Cabernet Sauvignon East $165 375 $61,875 
1991:01 Beaulieu Cabernet Sauvignon West $165 230 $37,950 
1991:Q2 Beaulieu Cabernet Sauvignon West $165 235° $38,775 
199103 Beaulieu Cabernet Saumgnon West $165 240 $39,600 
1991:04 Beaulieu Cabernet Sauvignon West $165 260 $42,900 
1992:Q2 Beaulieu Cabernet Sauvignon North $165 625. $103,125 
1992: Q4 Beaulieu Cabernet Sauvignon North $165 670 $110,550 
1992:Q1 Beaulieu Cabernet Sauvignon South $165 310 $51,150 
1992:Q2 Beaulieu Cabernet Sauvignon South $165 314 $51,810 
1992:Q3 Beaulieu Cabernet Sauvignon South $165 324 $53,460 
1992: Q4 Beaulieu Cabernet Sauvignon South $165 388 $64,020 
1992'Q1 Beaulieu Cabernet Sauvignon North $165 620: $102,300 
1992:Q1 Beaulieu Cabernet Sauvignon East $165 400° $66,000 
1992:Q2 Beaulieu Cabernet Sauvignon East $165 411. $67,815 
1992:Q3 Beaulieu Cabernet Sauugnon East $165 419° $69,135 
1992: 04 Beaulieu Cabernet Sauvignon East $165 423 $69,795 
1992 Q1 Beaulieu Cabernet Sauvignon West $165 200. $33,000 
1992:Q2 Beaulieu Cabernet Sauvignon West $165 213° $35,145 
1992: Q3 Beaulieu Cabernet Sauvignon West $165 223 $36,795 
1992:03 Beaulieu Cabernet Sauvignon North $165 650. $107,250 
1992: Q4 Beaulieu Cabernet Sauvgnon West $165 233. $38,445 
1991: Q2 Beaulieu — Chardonnay North $163 425° $69,275 
1991:Q3 Beaulieu — Chardonnay North $163 460 $74,980 

Peed 1901: 04 Reaitlion Chardonnay North S42 460 #72 26n 


You can retrieve this notebook file, Wines.wp3, from 
Core Office8\Samples. 
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aN 


. by including only the part you want in the summary: 


Q3 “03 
Cases Sold Cases Sold 


eaulieu Cabernet Sauvignon 


Chardonnay 
Merlot 
uckhorn Merlot 


Cases Sold 
7892 8135 8513 
Duckhorn 4509 4536. 4580 4668 


summary shows only the two wineries and the cases of wine they sold 


each quarter in one year. 


Click any cell on the sheet containing the data, then click Tools > 
Data Tools > Cross Tabs. 


If necessary, specify the cells that contain the data you want to 
summarize, then specify the top-left cell where you want to place the 
results. 


Click the field you want to use for row labels, then click the button 
showing the red row label area. (In the example above, the Winery 
field was specified for row labels.) 


Click the field you want to use for column labels, then click the 
button showing the blue column label area. (In the example above, 
the Quarter field was specified for column labels.) 


Click the field with the values you want to summarize in the main 
body of the table, then click the button on the left showing the 
green data area. (In the example above, Cases Sold was specified for 
data values.) 
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Tips 


¢ You can use the additional colored buttons not mentioned in 
the steps above to show more information in your table. For 
example, if you are summarizing data in the sample file 
Wines.wb3, you could specify the Year field as the top row of 
labels, the Quarter field as the second row of labels (pink), the 
Winery field as the left-most column of labels, the Region field 
as the second column of labels (yellow), and the Sales field as 
the second data field (the button on the right showing the 
green data area). 


To undo a field, click the colored button again. 


Once you have summarized your data, you might find it useful 
to display it as a chart. 


Importing Data from a Database 


When you need to work with data that is stored away from your 
computer—for example in a Corel Paradox or Quicken® database or 
on a networked mainframe computer—you can import that data and 
save yourself the work of retyping or opening a large database as a 
spreadsheet file. 


You can access and retrieve data from Corel Paradox, dBase®, or any 
ODBC or BDE (Borland Database Engine) data source, provided there 
is a full conformance 32-bit ODBC or IDAPI driver installed for that 
data source. For information about the installation and conformance 
level of a specific driver, see the documentation for that driver. ODBC 
and IDAPI drivers may be purchased separately from a third party. 


Importing Database Information 
1 Click Insert > External Data > Expert. 


2 Specify the type of the data you are going to import. 


3 Click the database you want to import, or specify the path where it is 
stored, then click Next. 


4 Click the tables in the database that you want to import, then click 
Next. 


5 Double-click the fields you want to import, clicking Up arrow and 
Down arrow in the dialog box if you need to change the order of the 
fields you are importing. 


6 Click Finish. 


If no ODBC sources are listed in the Database list when you perform 
step | above, you may need to add them. Click Start > Settings > 
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Control Panel » 32BitODBC, then click Help if you need assistance. 
If no BDE sources (also called aliases) are listed, you can create them 
by clicking Start » Corel Office 8 » Accessories » Database Engine 
4.0. Click Help as you run this utility if you need assistance. 


>» You can also... 


Update imported data that has Click on the sheet containing 

changed in the original database the data, then click Insert > 
External Data > Expert > 
Finish 


Tips 


¢ You can keep duplicate rows of information out of the data 
you are importing. For example, if you want the imported data 
to list all customers who have ordered books, any customers 
who have ordered more than one book are listed on a new row 
for each book. To avoid this, click Options, then click Allow 
duplicate rows to deselect it. 


If you do not want to include field names as column headings 
in the first row of data you are importing, click Options, then 
click Include column headings to deselect it. 


If you want the parameters you have specified to clear once 
the data is imported so that you can import all new data the 
next time you click Insert » External Data > Expert, click 
Options, then click Keep query definition to deselect it. 


Joining Common Information in Tables 


If you are using more than one table, you need to join common fields 
in the tables, even if they have different field names, to avoid 
duplicating their records in the data you import. For example, if two of 
the tables you are using contain the same customer ID field, you need 
to join those two fields. Click Join, click the field in the first Field list, 
then click the common field in the second Field list to join them. If 
you are using more than two tables, join any other common fields by 
clicking And, then clicking those fields in the second Field list. 


Filtering Data As You Import It 


You can retrieve only the portions of data you want. For example, you 
could list only those customers who have ordered a particular book so 
that you can send them a mailer announcing the sequel. Click Filter, 
click the field you want to narrow, click an operator (such as = or >), 
click List Values to list a few sample values from the selected field in 
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the Value list, then select one of those values or type a value. Use the 
And button when you need to narrow your filter. For example, you 
could list customers who have a credit limit above a certain amount 
and who live in a certain city. Using the Or button broadens the results 
of your filter; using the And button narrows the results. 


From Here... 


What else Look in this manual Look in Help 


Create a multi-level | Corel Quattro Pro 8 

outline User’s Guide: 
Sorting, Filtering, 
and Summarizing 
Data 


Set up a database 
and filter data 
manually 
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CHAPTER 30 
Putting Macros to Work 


Types of Macros 


You can use two types of macros in Corel Quattro Pro 8. 


¢ Corel Quattro Pro macros are stored in notebook cells. Create 
this macro when your task is all contained in Corel Quattro Pro 
and you will probably use this macro in only that one notebook. 


¢ A PerfectScript™ macro is stored in a file and is compatible with 
macros in other suite applications, such as Corel WordPerfect 
and Corel Presentations. Create a PerfectScript macro when you 
want to use the macro in several notebooks. Also, create this 
macro when you need to interact with other programs—for 
example, updating Corel Quattro Pro data in a Corel 
WordPerfect report. 


Process Overview 
The process for creating and using macros is as follows: 


¢ Record or write the macro 

¢ Play the macro 

¢ Debug the macro 
You can record any keystroke you can perform in Corel Quattro Pro. 
In addition, you can include non-recordable tasks, such as sounding 
the computer’s speaker, playing a macro until a certain event happens, 
or prompting for user input. To include the non-recordable tasks, you 
can add these commands to a recorded macro—or if you are already 
familiar with Corel Quattro Pro commands, you can write the macro 
and include the non-recordable tasks. 


Recording Macros 


The simplest way to create a macro is to record the keystrokes in Corel 
Quattro Pro. Before recording your macro, think about the quickest 
way to perform the task. 
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nN Oo wu +S 
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Click Tools » Macro » Record. 


Click Quattro Pro Macro or PerfectScript Macro to specify the 


type of macro to record. 


Select the notebook block to store the macro in, or enter the name 
of a file to store a PerfectScript macro in. 


Click OK to start recording. 


Perform your task. 


Click Tools » Macro » Record to stop recording. 


Leave an empty cell below where the macro is stored. 


You can also... 


Pause recording a macro and 
then resume recording 


Play the macro in different parts 
of the notebook (Corel Quattro 
Pro records cells in relation to 
each other instead of recording 
exact cell addresses) “ 


Edit a recorded macro by 
inserting commands that you 
cannot record (such as 
prompting for user input or 


linking to URLs) 


If there is no chance of overwriting data in cells below, select a 
single cell to store the macro in. If you specify a specific block, 
the macro stops recording when the block is full. 


To write a macro from scratch, look up macros in Help. 


Click Tools » Macro » Pause, 
then click Tools » Macro » 
Pause again to resume 
recording. 


Click Tools » Macros > 
Options » Relative before 
recording the macro. After 
recording, click Tools » Macros 
> Options > Absolute to record 
future macros using relative 
addresses. Look up relative cell 
references in Help for more 
information. 


Double-click the cell, then 
move the insertion point to 
where you want to edit. Click 

, Click the category 
containing the command, then 
click the command to insert. 


Playing Macros 


1 Click Tools » Macro » Play. 
2 Click Quattro Pro Macro or PerfectScript Macro to specify the 
type of macro to play. 


3 To play a Corel Quattro Pro macro, click the macro name or specify 
a location. To play a PerfectScript macro, specify the filename. 


» You can also... 


Stop a macro while it is playing Press Ctrl+ Break, then 
click OK 


See the keystrokes as the macro plays _—_ Click Tools » Settings 
>» Macro » None 


Play a macro as you open Corel Quattro Look up startup macros 
Pro or a specific notebook (for example, in Help 

enter the date and time in the 

notebook) or play a macro when you 

close a notebook 


If the macro you want to play is in another notebook, use full 


linking syntax (for example, [LIBRARY]A:C26). 


To control what the screen displays as macros are playing, 
click Tools > Settings » Macro. 


You can store macros in the notebook they apply to or ina 
library to use with other notebooks. Open a notebook. Create 
the macros to store in it, then click Format » Notebook > 
Macro Library » Yes. 


You can quickly play a macro with a QuickButton or a 
keystroke instead of using Tools » Macros » Play. Look up 
QuickButtons and keyboard shortcuts in Help. 


For information about fixing errors in macros, look up 
debugging in Help. 


Moving or Copying Macros 


Unlike @functions, cell addresses in macros are not updated when the 
macro is copied. If you move the contents of a cell, or insert or delete a 
row or column, the macro might not refer to the correct cell addresses. 
For this reason, use cell names instead of the actual cell addresses 
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whenever possible. Corel Quattro Pro updates cell names to reference 
the correct location. 


[™ Macros 

When you click File » Open and open a Microsoft Excel file (file with 
.xls or .xlm extension), the Excel 4.0 type macros in that file are 
automatically converted to Corel Quattro Pro macros. (Visual Basic® 
macros are not converted.) If there are any commands that Corel 
Quattro Pro does not understand, the commands and any comments 
appear as comments in the opened file. 


Playing Microsoft® Exce 


From Here... 


“What else Look in this manual Look in Help 


View an alphabetical Corel WordPerfect 
list of macro Suite 8 Macros 
commands Manual 
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CHAPTER 31 


Corel® Quattro® Pro and 
the Internet 


Going to the Internet 


You can open Internet files, save notebooks to view on the Internet, 
link to information on the Internet, and link and embed Internet 
documents into your notebooks. 


1 To go to the Internet, click & 


Opening and Saving Internet Files 


(Click | 


Opening Internet Files 
1 Click File » Open, then type a URL in the File name text box. 


You can open World Wide Web (http), Gopher, and ftp sites. Internet 
files are opened for read-only access, so you do not have to be 
continuously connected to the Internet. 


Publishing a Document to View on the Internet 


Corel® Barista™ takes advantage of Java™ technology, letting you 
produce Internet documents with capabilities superior to HTML. 


1 Click File » Send To » Corel Barista. 


>» You canalso... 


Save files in HTML format Click File » Save As, specify 
HTML in the For Type list, 


then specify a filename 
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Linking to Information on the Internet 


Creating a QuickLink 

1 Click Insert » Hyperlink. 

2 Type an Internet address. 

3 To go to the Internet site, just click the cell. 


To remove the link, click the cell, then click Insert » Hyperlink > 
Remove Link. 


Tips 


* You can create links from text beginning with “www,” “ftp,” 
“http,” or “mailto,” and more. 


Creating a QuickButton that Goes to a Specific URL 


1 Click , then drag to create the button. 
2 Right-click the button, click Button Properties » Link to URL, 
then type a URL. 


Linking Information from the Internet 


To link to information on the Internet (for example, stock quotes), you 
need to 


¢ Retrieve the Internet site into Corel Quattro Pro, find the 
specific information you want to link to, and note the cell it 
appears in 


¢ Type a link in a notebook to that Internet site and cell reference 
To accomplish this, 


1 Click File » Open, then specify a URL in the File name text box (for 
example, http://www.corel.ca/product/prod.htm). 


2 Move through the notebook and find the cell where the information 
you want to link to appears. 


3 Open a new notebook or the notebook where you want to link the 
information. 


4 Enter +[URL]Sheet:Cell reference (Sheet:Cell reference is where the 
information appeared when you opened it in a notebook) —for 
example, + [http://www.corel.ca/product/prod.htm]C:B9 
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5 Click File > Save to save the notebook. 


Updating Links from the Internet 


Whenever you open a notebook that has a link in it, you are prompted 
to update the links. 


A (ce aaer 

Update links at any time Click Edit >» Links > Refresh 
Links 

Have Internet links automatically Click Tools > Settings > File 

updated at a specific interval Options > Refresh URLs, then 
specify how often to have the 
links updated 


Linking to or Embedding Internet Documents 


You can insert Internet, Intranet, or HTML documents stored on your 
local disk or a network server into a notebook. 


Inserting Local HTML Documents 


If you can access the HTML document you want to link to or embed 
using a standard filename (also known as a UNC or Universal Naming 
Convention) such as d:\myfiles\myhtml.htm or 
\\myserver\myfiles\myhtml.htm, you can insert it just as you would any 
other Windows object. 


1 Click Insert » Object » Create from File, then specify the filename. 


2 Click Link if you want your document automatically updated with 
any new information. 


Inserting Documents Stored on the Internet 


The Microsoft Windows™ dialog box used to insert objects does not 
currently recognize Universal Resource Locators (URLs) such as 
http://www.mysite.com or ftp://myftp.site.com as valid filenames. To 
specify an HTML document using a URL, you must insert a new 
object, then browse to the desired HTML document. 


1 Click Insert » Object > Insert New. 


2 Specify the object type for your browser, such as Netscape Hypertext 
Document. 


3 Specify the URL, then click outside the Internet object in the Corel 
Quattro Pro notebook. 
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» Youcanalso... 


Use Bookmarks to browse the Click Bookmarks » Go to 


desired web site Bookmarks to open your local 
Bookmark file 


Insert the document as anicon Click Display as Icon 


Tips 


¢ Some graphics-intensive pages (such as the Corel home page 
at http://www.corel.com) do not redraw properly in the Corel 
Quattro Pro document window. Click Display as Icon in the 
Insert Object dialog box to simply insert the page as an icon in 
the Corel Quattro Pro document. Double-click the icon to 
open the Internet document. 


¢ Double-click the document to retrieve an updated view. 
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CHAPTER 32 


Corel® Quattro® Pro 
Examples 


Use different fonts and 
font sizes 


XXNxX XXX XXXXXXK 
JOo00! Ybor Kooco00 


Create a logo with a Clipart 
image 


Create a formatted table for 


your data Add lines, borders, and fill 


colors 


XXXK XXXXX XXX 
dhe 
Create a chart 
LIME TLE Sa Se SRI NCS 
Join cells and then center XXX XXXXX 
text e i 
+ | Ee x | If 
oe -————— Have text wrap in a cell or 

Align text vertically in a f £ : + joined cells J 
joined cell —— t 
Rotate text vertically es | ——— Rotate text 45 degrees 
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Change the color of text = 


Shape text with TextArt 


Use a double underline for 
totals 


Ballistoides conspicillurn 
Gomphrena 


Compositae 
Gazania 
Tithonia 


Type text in cells. . . 
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Sanwitalia 
Zinia 
Malvaceae 

Alcea rosea 
Lavatera 
Brassica 


Change font size in the 
same cell 
Create text in a box 
Ballistoides conspicillum 
Cermpirene! 
Compositae 
> Tire ... fo create a bulleted 
ne chart. 
Malvaceae 
Alcea rosea : 
> Lavatera H 
> Brassica i 
Draw arrows that can be 


moved and sized 


Create a button and assign 
a macro 


perry 


(lick where you want to 
enter data 


(lick to replace sample 
ex fext 


30000000( 


ARXRRX ARAX ARXXX BARK AMARA AAARANX AM. 
ROK JOUUUK 29081000000 
RODEO, 
200, 20080 2000 
SN|NNQONE, 2NOTGOOE 800000 


OOK X OOK OOK 00K 000K 20000 


Use a template to create often-used documents 


XXXXxXX XXXXXXX 
XXXXXXXXXXX 


Create a map for decoration 


or use it to present data 

Create a legend that explains <50,000000'° so. 100,000,000 
100 - 250,000,000 250 - 500,000,000 

the data 5-1,000,000,000 [1 - 1,500,000,000 
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CHAPTER 33 


Welcome to Corel® 


Presentations™ 


Corel® Presentations™ lets you create two basic types of documents: 
slide shows and drawings. A slide show is a series of drawing windows 
containing communication tools such as data charts, bitmaps, Clipart, 
text, and drawn objects, presented in slide format. Slides are separate, 
self-contained pages; text or other elements do not wrap to the next 
page as they do in Corel WordPerfect. You can add transitions, sound, 
speaker notes, and titles to each slide, among other features. Slide 
shows are saved with a .SHW extension. 


A drawing is a single-page document (such as a flyer, for instance) that 
can contain data charts, bitmaps, Clipart, text, and drawn objects. 
Drawings are saved with a .WPG extension, and you can use them in 
your Corel® WordPerfect® documents as graphics. 


Corel Presentations makes it easy to produce professional-looking 
project proposals, annual reports, business plans, marketing strategies, 
interactive demos, multimedia presentations, and even flyers, signs, 
and banners. Use Corel Presentations to create data, text, and 
organizational charts, vector objects and bitmap images on any slide in 
your slide show, and to create or convert JPEG and GIF images for 
HTML documents. 


When you have finished your slide show, you can choose a variety of 
different finished products: slide show presentations for large monitors, 
portable runtime presentations, slide shows for the Internet or an 
intranet, overhead transparencies, 35mm slides, and printed color or 
black and white copies of your slide shows. 
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Basic Corel® Presentations™ Tools 


QuickMenus™ , Toolbars, Tool Palette, Property Bar, and 
Application Bar 


Corel Presentations offers an easy-to-use interface with powerful tools 
to help you quickly and easily create drawings and slide shows. You can 
customize virtually any element in the interface to suit your needs. 


QuickMenus 


Pull-down menus and QuickMenus make it easy to find and use 
program features. Just like in Corel WordPerfect, you can customize 
the pull-down menus for quick access to the features you use most 
often. QuickMenus provide easy access to specific Corel Presentations 
features. QuickMenus are context-sensitive, which means that they vary 
by appearance according to the task you are performing. For example, 
when you are editing a bar chart, the QuickMenu includes chart- 
specific commands, such as Frame Properties or Grid Properties. When 
you are editing a figure, however, the QuickMenu includes a more 
generic object command, such as Rotate. 


: 


Toolbars 


The toolbars give you quick access to the features you use most. They 
also let you automate menu items, executable files, macros, and other 
toolbars. You can select from one of the predefined toolbars, or you 
can create your own. When you place the pointer on a button on the 
toolbar, a QuickTip appears next to it that describes the feature. 
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yo 


Redo - Reverse the last Undo - Ctrl+Shift+ 


Property Bar 


The Property Bar gives you quick access to a wide range of features. It 
contains both buttons and drop-down lists, as well as color palettes, 
layout lists, and much more. The Property Bar is context-sensitive, and 
updates to give you the tools you need for each object you select. 


Application Bar 


The Application Bar lets you quickly and easily switch between any 
drawings and slide shows you have open in Corel Presentations. The 
Application Bar makes it easy to move or copy objects between 
documents as well, letting you drag and drop selected objects between 
documents. You can also display the exact location of the pointer. 


Zoom Options 


As you create, edit, and arrange objects on your slides or drawings, it is 
often helpful to get a closer look, or to see the entire slide at the same 
time. Use Zoom to magnify or reduce your view of the document. 
Zoom does not change the actual size of the text or graphics. 


¢ Use Previous Zoom to display the drawing as it appeared before 
you last used Zoom. 


¢ Use Zoom Area to magnify your view of a selected area in your 
drawing. Zoom Area changes your vantage point in your 
drawing, but it does not size objects. The pointer appears as a 
magnifying glass: ® | Move the cross symbo! in the magnifying 
glass pointer to the starting point of the area you want to 
enlarge, then drag to define the area. 


* Use Zoom to change your view of the objects in the drawing 
window by specified percentages. Zoom changes your vantage 
point in your drawing, but it does not change the objects' size. 
When Corel Presentations zooms in on a drawing, horizontal 
and vertical scroll bars appear. You can move the scroll boxes to 
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adjust the position of the drawing in the drawing window. 


Changing Your View of a Drawing or Slide 


Zoom lets you magnify a drawing so you can edit it with more 
precision, or display the entire drawing window so you can see it 
completely. 


1 Click View >» Zoom, then choose the zoom percentage you want to 
use. 


From Here... 


: What else : Look in this manual Look in Help 


Creating slide shows Creating Slide — 
Shows, p. 313 


Interface Corel Presentations 
information Basics, p. 305 
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CHAPTER 34 


Corel® Presentations™ 
Basics 


Corel® Presentations™ Essentials 


Menu bar lets you access ——————_ 
features 


features 


Property Bar is context? ——————_~ 
sensitive 


Drawing window with a ane Pee 


Toolbar lets you access ee 


The Corel Presentations Interface 


Corel Presentations is arranged to give you easy access to its wide- 
ranging array of features. Any view, action, or object is just a mouse- 
click away. 


&° Corel Presentations - SlideShow! (unmodified) 


; ce. Iki eS Slide tabs let you switch 
papain _— between views 


title slide template 
displayed 


Slide tab lets you switch —————— 
between slides 


Too! palette lets you 
choose grapihics tools. ———————— 


2 | Add Slide button lets you 
quickly add slides 


+——— Slide list lets you switch 
between slides 


Application Bar lets you 
_——_ switch between documents 


TM 
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Masters, Backgrounds, and Layouts 


Corel Presentations comes with a variety of slide show masters. Each 
master is a set of professionally designed sample slides that you can use 
to create a slide show. 


Every slide show master includes of a set of templates, slides designed 
with a preformatted layout (such as Title, Bulleted List, and Text) and 
a consistent background to help you get started. When you choose a 
template, you can concentrate on the content of your slide rather than 
on its layout and background. 


The Master Gallery is a collection of these professionally designed slide 
show masters and templates you can retrieve and use in a slide show to 
give your slides a consistent look. Because some masters are best suited 
to certain presentation formats, they are arranged in seven categories: 
35mm, Business, Color, Design, Nature, Printout, and Theme. Use the 
master that best fits your presentation. For example, the masters in the 
35mm category are suitable if you intend to convert your slide show to 
35mm color slides or to color transparencies. The masters in the Color 
category are best suited for slide show presentations on a color 
monitor. The masters in the Printout category are best if you intend to 
print handouts of your slides for your audience, or if you present your 
slide show using black and white transparencies. You can, of course, 
use any master you want for your slide show; the categories simply help 
you select the most appropriate master for your presentation format. 


To use the Master Gallery, 

1 Retrieve an existing slide show, or create a new one. 

2 Click Format > Master Gallery. 

3 Select the slide show master you want, then click OK. 
4 


Click Format » Slide Properties » Appearance to select a layout 
and background for each slide. 


Slide Show Views 


Corel Presentations lets you create, edit, and arrange your slide show 
in three different, easy-to-use views. Use the View Tabs at the right 
side of the drawing window to switch between them quickly and easily. 


Outliner 


Use the Outliner to create your slide show in much the same way you 
create an outline using Corel WordPerfect. You can type the text for 
slide titles and sub-titles, text slides, bulleted list slides, and 
combination slides directly in the Outliner. You can also apply layouts 
and write speaker notes in this view. Once you have created your slide 
show in the Outliner, you can return to the Slide Editor view to finish 
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editing the slides in your show. Click the Slide Outliner tab to create 
and view a slide show in outline form. 


Slide Editor 


Use the Slide Editor to view, create, and modify individual slides in 
your slide show. Click the Slide Editor tab to view and edit a slide. 


Slide Sorter 


Use the Slide Sorter to display a thumbnail sketch of each slide in your 
slide show. Double-click a slide to edit it in the Slide Editor. Select and 
drag slides to change the slide order. Corel Presentations will 
automatically reorder and renumber each slide. Slides with an “X” 
drawn over them indicate a skipped slide that will not be displayed 
when you play the slide show. (You can mark a slide to be skipped on 
the Transition tab of the Slide Properties dialog box.) Click the Slide 
Sorter tab to display the Slide Sorter so you can easily change the 
order of your slides. 


You can also use the Slide Sorter to display detailed information about 
the various settings used for each slide in the current slide show. For 
example, you can view the transition and advance options of each 
slide, check whether the slide has speaker notes, and note any sound 
files you have linked to the slide. 


Selecting Objects 


Corel Presentations treats all the elements of a drawing or slide 
(Clipart, charts, text, and so on) as objects. After you create each 
object, you must select it before you can arrange, edit, modify, or move 
it. Selected items are surrounded by small solid squares at the corners 
and sides. These squares are called handles. 


To select objects, 
1 Click DJ. 


2 Click the item you want to select. 


Tips 


¢ You can also hold down the Ctrl key as you click to select 
multiple items, or double-click outside any items in the 
drawing window to select all objects. 


To select all the objects in the window, right-click then click 
Select All from the QuickMenu. 


To deselect objects, click the pointer anywhere outside of the 
selected items, or hold down the Shift key while you click to 
deselect one object at a time. 


Chapter 34 Corel® Presentations” Basics 307 


Printing Drawings and Slide Shows 


When you have finished your slide show or drawing, you can print it in 
a variety of different formats. You can print each slide as a single 
drawing, print the entire slide show, print speaker notes and handouts, 
and even print audience notes with spaces where your listeners can 
write. You can also print individual slides as posters, banners, and 
signs. 


Audience notes 


Speaker notes 


Handout 


Printed slide 


You can also save your drawings, slides, and even selected objects in a 
wide variety of formats. 


Selecting a Printer 


Before you print, you need to select a printer. If you have not installed 
printer drivers, see the instructions in your Windows 95 manual before 
attempting any of the tasks in this section. 


Sometimes you may need to select a different printer—for example, if 
you want to switch from a monochrome to a color printer. If you have 
installed the correct Windows 95 printer driver, you can select the 
printer you want to use from within Corel Presentations. 


1 Click File > Print. 


2 Select your printer from the Name drop-down list. 


Printing a Drawing 


Once you have selected your printer, you can print a drawing. A 
drawing is a single page you can save as a .WPG file, not part of a slide 
show. The higher the print resolution (quality), the more time it takes 
to print the document. A low resolution setting generally prints the 
fastest and uses the least amount of printer memory. 


1 Create or open a drawing. 
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Click File > Print, then select Full document from the Print drop- 
down list. 


Select the print resolution you want for your drawing or chart. 


Select Print in color to print your document in color if you are 
printing to a color printer. 


Select Adjust image to print black and white to adapt your color 
drawing for printing in black and white if you are printing to a 
monochrome printer. (Text is converted to a solid black color, and 
objects are rendered in appropriate shades of gray.) 


Tips 


¢ Ifyou want to print more than one copy, type a number in the 
Number of copies text box. 


Printing Slide Shows 


You can print your entire slide show, with each slide printing as a full 
page. The higher the print resolution you choose, the more time it 
takes to print the slide show. 


1 Create or open a slide show. 

2 Click File > Print. 

3 Select Slides from the Print drop-down list. 

4 Specify the slide range you want to print in the From and To text 
boxes. 

5 Select the print resolution you want for your slides. 

6 Select Adjust image to print black and white to adapt your color 
slides for printing in black and white. (Text is converted to a solid 
black color, and objects are rendered in appropriate shades of gray.) 

7 Deselect Print background if you want to print your slides without 
the background colors. The text and layout is automatically adjusted 
to print black and white. 

Printing Speaker Notes 


When it is time to give the presentation, you will want to have a 
readable, helpful set of speaker notes. Corel Presentations lets you 

print the speaker notes you have assigned to each slide and a graphic of 
the slide itself to help you remember what you want to say. 


1 
2 


Create or open a slide show. 


Click File > Print. 
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3 Select Speaker Notes from the list in the Print group box. 


4 Specify a number in the Number of slides per page text box. 


Tips 


* To print the slide title and number beneath each slide, select 
Print slide title and/or Print slide number. 


Printing Slide Show Handouts and Audience Notes 


When you give a presentation, it is often helpful to give your audience 
a set of handouts so they can follow your slide show while you give it, 
take notes, and have the information for reference afterward. 
Handouts include pictures of the slides, while Audience notes insert a 
series of ruled lines below the slides for note taking. 


1 Create or open a slide show. 
2 Click File > Print. 


3 Select Handouts or Audience Notes from the list in the Print 
group box. 


4 Specify a number in the Number of slides per page text box. 


Tips 


¢ To print the slide title and number beneath each slide, select 
Print slide title and/or Print slide number. 


Opening, Saving, and Closing Slide Shows and Drawings 
Opening a Slide Show or Drawing 


Retrieve lets you open a saved slide show or drawing file so you can 
edit it. 


1 Click File >» Open. 


2 Specify the name of the slide show or drawing file you want, then 
choose OK. If the file is not in your default directory, specify the 
complete pathname. 
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Saving a Slide Show or Drawing 


As you create drawings and slide shows in Corel Presentations, 
remember to save often. 


You can use Save As to save a newly created slide show, update 
changes you have made to a slide show, save a single slide in a slide 
show as a.WPG file, save a slide show in a different folder, or rename a 
slide show. 


1 Click File > Save as, type a path and filename in the Name text 
box, then click Save. 


2 Select a file format (WPG 7 - WordPerfect 7 Graphics for a drawing, 
SHW for a slide show, for example) from the For type drop-down 
list, then click OK. 


3 Click No, then save this slide show with a different name, or click 
Yes to overwrite an existing slide show with the same name. 

Exiting Presentations 

You should exit Presentations before you turn off your computer. 

1 Click File > Exit. 


2 Click No to close any open documents without saving changes, and 
exit Presentations; or click Yes to save changes to your documents, 
then name and save the documents. 


From Here. . . 


“Whatelse Look in this manual — Look in Help 


Creating slide shows Creating Slide 
Shows, p. 313 
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CHAPTER 35 


Creating Slide Shows 


Start a new slide show in Corel Presentations to create and organize 
charts, drawings, and other graphics images called slides, then display 
each slide on a monitor one at a time. You can add slides to your slide 
show in the Slide Editor, Outliner, or Slide Sorter view. After you have 
created a slide show, you can view each slide individually in the Slide 
Editor, or you can view all the slide together in the Slide Sorter. 


Creating a New Slide Show or Drawing 

You can create a new slide show or drawing any time. 

] Click File >» New. 

2 Click the Create New... tab, click the Presentations category, then 
click Drawing or Slide Show. 

Creating a Slide Show Project 


You can select from a variety of presentation types such as business 
plans, product launches, sales presentations, and much more. After 
you select a presentation type, you can fill in your own information in 
the predefined outline to suit your needs and create an effective 
presentation. 


1 Click File >» New. 


2 Click the Create New... tab, click the Presentations category, then 
click the type of presentation you want to create. 


3 Replace the sample text in the Outliner with your own text. 


Working in the Slide Outliner 


The Slide Outliner is one place where you can add slides to your slide 
show. You can use the Slide Outliner to create a slide show the same 
way you create an ordinary outline. For each slide in the Slide 
Outliner, you can specify a template. You can also type in the title and 


Chapter 35 Creating SlideShows 313 


subtitle text for each slide, and the main body of text for a Bulleted 
List, Text, or a Combination template. Once you have created your 
slide show in the Slide Outliner, you can return to the Slide Editor to 
personalize and edit the slides. 


1 Click the Slide Outliner tab, then type a title for the first slide. 
Press Enter, then type the subtitle. 
Press Tab or Shift+Tab to change the outline level, if necessary. 


Type the text for a bulleted list, combination, or a text slide. 


wu => Ww PP 


Right-click, click Appearance, select a layout and background for 
the first slide, then click OK. 


6 Press Ctrl+Enter to add the next slide, type a title and subtitle, 
then select a background and layout. 


7 Click the Slide Editor tab to see the actual slides. 
Importing a Corel WordPerfect Outline 


You can insert an outline from Corel WordPerfect to create a slide 
show. Each first-level paragraph number becomes a slide title. Any 
second- or third-level paragraph numbers become text within the slide. 


1 Click the Outliner tab. 

2 Move the cursor to where you want the outline inserted. 
3 Click Insert > File. 
4 


Specify the name of the file containing the Corel WordPerfect 
outline, then click Insert. 


5 Add a subtitle to a slide imported from a Corel WordPerfect outline 
by placing the insertion point at the end of the title line, pressing 
Enter, then typing in text for the subtitle. 


6 Right-click, then click Appearance. 


7 Select a slide from the drop-down list, then select a layout and a 
background for each one. 


Tips 


* You can use the same background and layout for all the slides 


" your slide show by selecting Apply to all slides in slide 
show. 


Spell-checking the Outline 


Spell-checking in the Outliner makes correcting misspellings and typos 
in your slide show text quick and easy. In Slide Editor view, you have 
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to select each text area individually to check the spelling. In the 
Outliner, you can do it all at once. 


1 Click Tools >» Spell Check. 


Using the Slide Editor 


Use the Slide Editor when you want to add objects to a slide or replace 
the layout placeholders with your own text, data charts, and 
organization charts. The Slide Editor is another place where you can 
add slides to your slide show. You can add slides one at a time; or you 
can specify a number of slides and add them all at once. 


1 Click Insert >» New Slide. 


2 Specify the number of slides you want to add, select a layout for the 
new slides, then click OK. 


Customizing Slide Layouts 


After you add a slide to your slide show and choose a layout and 
background for it, you can edit it using the Slide Editor view. The 
editing method you use depends on the slide layout. For example, if 
you are using the Data Chart or the Org Chart layout, you will edit it 
in the Slide Editor view. You can add the text for the Title, Bulleted 
List, Text, and Combination slides in either the Slide Editor or the 
Slide Outliner. 


If you do not want to add a title or a subtitle to a slide, you can simply 
select the title or the subtitle placeholder text, then press Delete. This 
will give you additional working space on a slide to add other items, 
such as a Clipart figure. To restore the original layout of the slide, click 
Format > Re-Apply Layout . 
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Using Title Slides 


You can add a title slide to introduce your subject or to serve as a 
divider between subjects in your slide show. 


1 Double-click the title text area, then type in or edit the text for the 
title. 


Z Press Down arrow once to open the subtitle area, then type in or 
edit the text for the subtitle. 


3 Click outside the subtitle text area when you are finished. 


Using Bulleted List Slides 


You can use bulleted list slides to effectively summarize and reinforce 
major points in a slide show. 
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Double-click the title text area, then type in or edit the text for the 
title. 


Press Down arrow once to open the subtitle area, then type in or 
edit the text for the subtitle. 


Press Down arrow once to open the bullet text area, type in or edit 
the text for the first bullet, then press Enter. 


Add a subordinate-level bullet by pressing Enter,Tab; add a 
superior-level bullet by pressing Enter, Shift+Tab. Continue adding 
bullets until your list is complete. 


If you add a bullet by mistake, press Backspace until the insertion 
point is positioned at the end of the last bulleted text line. 


Place the insertion point in the text of the bulleted line you want to 
change, then press Tab or Shift+Tab to change the level of an 
existing bullet. 


When you are finished, click outside the text areas. 


Using Text Slides 


Use text slides when you want to add long sentences or full paragraphs 
to your slide show. 


Double-click the title text area, then type in or edit the text for the 
title. 


Press Down arrow once to open the subtitle area, then type in or 
edit the text for the subtitle. 


Press Down arrow once to open the text area, then type in or edit 
the text. 


Click outside the text area when you are finished. 
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Using Data Chart Slides 


You can use data chart slides to visually depict percentages, trends, 
market shares, and relationships. 
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Double-click the title text area, then type in or edit the chart title. 


Press Down arrow once to opemthe subtitle area, then type in or 
edit the text for the subtitle. 


Double-click the data chart placeholder to add a chart. 


Select a chart type from the list, click the chart from the gallery that 
best represents the chart you want to create, then click OK. 


Click Edit » Clear All » Yes to clear all the current data. 
Type the name for each row of data in the Legend column. 


Type the labels for the X axis in the Labels row, starting with 
column A. 


Type your data in the appropriate cells. 


Click outside the chart when you are finished. 


Using Organization Chart Slides 


You can use organization chart slides to show the structure of positions 
and span of control in a business, department, agency, group, division, 
or office. You can also use an organization chart to create a family tree, 
ancestor chart, or process flow chart. 


9 


Double-click the title text area, then type in or edit the text for the 
title. 


Press Down arrow once to open the subtitle area, then type in or 
edit the text for the subtitle. 


Double-click the organization chart area to insert your information. 


Right-click a box, click Staff, then specify the number of staff 
positions you want reporting to that position. 


Right-click a box , click Subordinates, then specify the number of 
subordinate positions you want to add. 


Right-click a subordinate box, click Coworkers, click Left or Right 
to position the coworker boxes, specify the number of coworker 
positions you want, then click OK. 


Double-click the Name placeholder in each box. 


Type the name of the person who fits into that position in your 
organization chart. 


Double-click the Title placeholder, then type the person’s title. 


10 Click outside the organization chart when you are finished. 
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Using Combination Slides 


A Combination slide lets you display a data chart with a bulleted list 
beside it, to help explain the chart data or implications. 
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1] Double-click the title text area, then type in or edit the chart title. 


2 Press Down arrow once to open,the subtitle area, then type in or 
edit the text for the subtitle. 


3 Press Down arrow once to open the bullet text area, then type in or 
edit the text for the first bullet. 


4 Continue adding text for subsequent bullets until the text portion of 
your list is complete. 


5 Double-click the data chart placeholder to add a chart. 

6 Repeat steps 4 through 9 under “Using Data Chart Slides,” earlier in 
this chapter, to complete the slide. 

Using Background Slides 


A background template does not contain a predefined layout for either 
text or charts. After selecting a background template, you can add 
charts, drawings, Clipart, or text to complete a slide. 
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1 Add charts, drawings, Clipart, and text to the background. 


Organizing Slides and Choosing Slide Options with the Slide Sorter 


You can rearrange the order of your slides using the Slide Sorter. 
When you drag a slide, the vertical red bar indicates the position the 
slide will take when you release the mouse button. Corel Presentations 
reorders and renumbers each slide. 


From the Slide Sorter, you can also select slide options and display 
detailed information about the various settings used for each slide in 
the current slide show. For example, you can view the transition and 
advance options of each slide. 


To change the order of slides in the slide show, 
1 Click the Slide Sorter tab. 


2 Drag any slide to a new position. 


>» You canalso... 

Select a range of consecutive Click the first slide in the range, 

slides for reordering then hold down Shift and click 
the last slide in the range. Drag 
the slides to a new position. 

Select multiple slides that are Click the first slide, then hold 

not consecutive down Ctrl while you click the 
rest of the slides. Drag the slides 
to a new position. 


Adding Speaker Notes 


You can create speaker notes that correspond to each slide in a slide 
show. You can then print and use them as cue cards during your 
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speech or as handouts for your audience. If you decide to publish your 
slide show to the Internet, you also have the option of including your 
speaker notes with each slide. You may find it helpful to include 
reminders of any QuickKeys or QuickLinks on a slide. 


1 Right-click the slide, then click Speaker Notes. 


2 Select the slide you want to add speaker notes to from the drop- 
down list. 


3 Type your notes in the text window. If you make a typing mistake, 
press Backspace to delete it. 


4 Repeat steps 2 and 3 to create speaker notes for additional slides. 


Tips 


¢ You can include all the text from the slide in the speaker notes 
by clicking Insert Text from Slide. Once you have inserted 
text, you can edit, add to, and change it for your speaker 
notes. 


Choosing Transitions 


When you play a slide show, you can go from one slide to the next 
using special transition effects such as slide to corner, beam in, and 
stretch from center. Occasionally, you may want to use the same 
transition effect for each slide in your slide show. Instead of applying 
the effect one at a time to each slide, you can save time by specifying a 
single transition effect and applying it to your entire slide show. 


1 Right-click the slide, then click Transition. 


2 Sselect the slide where you want to add a transition from the drop- 
down list. 


3 Select a transition effect from the list. 


4 Select a transition direction if the transition you chose needs a 
direction. 


5 Select a speed for the transition. 


6 Select Apply to all slides in slide show if you want this transition 
between all the slides in your slide show. 
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| Tips 


* You can also choose a transition from the list on the Property 
Bar. 


Advancing from Slide to Slide 


You can specify how long you want each slide to display to automate 
your slide show, or you can change from slide to slide manually as you 
give your presentation. 


1 Right-click the slide, then click Display Sequence. 


2 Select Manually to advance the slide using a mouse click or pressing 
the Spacebar; or select After a delay of, then specify the number of 
seconds you want the slide to appear on screen before changing to 
the next slide. 


3 Select each slide from the drop-down list to specfy advance options 
for each slide in the slide show. 


4 Select Apply to all slides in slide show if you want to use the same 
advance option for all the slides in your slide show. 


Using Multimedia Elements 
Make your slide show more interesting and exciting by animating 
objects, cascading bullets, and including sound effects. 
Adding Animations 


You can apply a transition or animation effect to bulleted items on a 
bulleted list slide or to any object on a slide except data charts. If you 
have two or more animated objects on a slide, you can specify the 
animation order for the currently selected object during playback. 


1 Click the Slide Editor tab. 


2 Select the bullet text area in a bulleted list slide or select a single 
object on the slide. The object can be a drawing or a Clipart figure 
that you have added to the slide. 


Right-click the object, then click Object Animation. 
Click Animate object in place or Animate object across screen. 


Select an animation effect, direction (if available), and speed. 
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If you have more than one animated object on a slide, you can 
specify the order in which they appear (first, second, or third, and so 
on) from the Object display sequence drop-down list. 
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Adding a Cascade Effect to Bullets 


You can specify different cascade effects for bulleted items on a slide. 
For example, you can have bullets displayed one at a time or have 
them dimmed in the chart and highlighted one at a time. 


Click the Slide Editor tab. 
Select the bulleted text area of a bulleted list slide. 
Right-click the bulleted list, then click Object Animation. 


1 
2 
3 
4 Click Animate object in place or Animate object across screen. 
5 Select an animation effect, direction (if available), and speed. 

6 


Select the other display options you want to use. 


Adding Sounds 


You can add sound clips to enhance a slide show. Your sound hardware 
must be installed and set up correctly in Windows. If you have an 
internal sound card or an external sound device (either of which must 
support digital audio) and a microphone, you can record your own 
voice or any other sound, then link it to specified slides. 


1 Right-click the slide, then click Sound. 


2 Select the slide you want to add the sound clip to from the drop- 
down list. 


3 Specify a filename or track name and number for the Wave, MIDI, 
or CD sound you want to use. 


4 For Wave and MIDI files, specify the volume for playback. You can 
also save the sound file with the slide show (which increases the file 
size but ensures that the sound will be available), and make the 
sound play continuously as the slide displays by selecting Loop 
sound. 


5 For CD tracks, click i), then specify the track number of the sound 
you want to play, a description (for your information), the start and 
ending times and frames, then click OK. 


Playing a Slide Show 


Use Play Slide Show to play your slide shows. You can select the 
beginning slide for your show and have the slide show play 
continuously. You can also specify the color and width of the 
Highlighter. You can use the on-screen Highlighter during a slide show 
to point to, underline, circle, or emphasize a portion of a slide. The 
Highlighter functions much like the freehand drawing tool. When you 
advance to the next slide, all highlighting on the screen disappears. 


1 Click View > Play Slide Show. 
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2 Specify the slide from which you want to start your show in the 
Begin with slide text box. 


Specify color and width options in the Highlighter group box. 


Click Create QuickShow if you want to reduce the delay time 
between slides when you play the slide show. Slides from a 
QuickShow appear on the screen with minimal delay time (with the 
exception of timed advances you have selected). However, 
QuickShows can be very large, and use more disk space than regular 
slide show files. 


5 Select Use QuickShow if you want to play your slide show from the 
QuickShow file. 


6 Select Repeat continuously if you want your slide show to keep 
playing in a loop until you press Esc. 


Click Play to view the slide show. 


Click the left mouse button or press the Spacebar to advance to the 
next slide. 


9 Click the right mouse button or press PgUp to return to the 
previous slide. 


10 Press Esc to stop the slide show. 


Tips 


¢ To emphasize points while you play the slide show, drag to 
highlight parts of your slide. The highlighting disappears when 
you move to the next slide. You can also erase highlighting by 
right-clicking while playing the slide show, then clicking Erase 
Highlighting. 


Making a Portable Slide Show 


Use Show on the Go to copy to one disk the slide show files and the 
Corel Presentations program files necessary to run the slide show. 
These portable presentations are called “runtime” slide shows. You can 
then use the disk to run the slide show on compatible computers that 
have Windows installed, without installing the complete Corel 
Presentations program. Most slide shows fit on a high-density 3.5 inch 
disk. You can store more than one slide show on a disk; your only 
restriction is disk space. 


Runtime slide shows use Windows video and sound drivers, so Corel 
Presentations does not copy them to your disk. Therefore, the 
computer you want to play the runtime on must have a sound card 


Chapter 35 Creating Slide Shows 325 


that can play the types of sound files you used in the slide show. For 
example, if you create a runtime slide show with .WAV files in it, the 
computer you play it on must be capable of playing .WAV files. 


1 Open an existing slide show or create a new one. 
2 Click File » Show on the Go. 


3 Click Change to modify any of the slide show settings, or click 
Create to make the runtime slide show. 


Playing a Portable Slide Show 


After copying your files to the runtime disk, you can play your runtime 
slide show. You can stop the slide show at any time by pressing Esc. If 
your slide show is set for timed advance, Corel Presentations 
automatically displays the slides. If your slide show is set for manual 
advance, press the standard keys to go forward or backward through 


the slides. 
1 Click Start >» Run on the Windows 95™ taskbar. 


2 Type the path and filename of your portable slide show, then click 
OK. Your slide show will begin playing. 


Tips 


¢ You can also play a runtime slide show from the Presentations 
program group in Windows 95. Click Start » Programs > 
Presentations » Runtime, specify the name of the slide show 


in the Run Show File text box, then click OK. 


Creating Alternative Versions of a Slide Show 


Use Audience Manager when you need to create an alternative version 
of a slide show without having to re-create it or save a copy under a 
different filename. 


Different audiences need different information. As you create a 
presentation, you may have several different audiences in mind. 
Instead of re-creating the presentation or saving several different 
.SHW files, you can tailor a single presentation to each audience. The 
Audience Manager helps you create different versions of a slide show 
by allowing you to specify which slides you want to skip over while 


presenting. A slide that will be skipped during the presentation appears 
faded in the Slide Sorter. 
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For example, you may need to include a slide listing a product's 
technical specifications for a client company's information systems 
manager, but you know that the business manager cares more about its 
primary features. With Audience Manager, you can create an IS 
version with the technical specs slide, and another Business version 
that skips over that slide. 


1 Create or retrieve a slide show you will be presenting to different 
audiences. 


2 Click Audience Manager from the drop-down list on the Property 
Bar. 


Click New to define a new alternative show for a specific audience. 
Select the new name and click Rename. 


Give the alternative show a descriptive name, then click OK. 


cou Se Ww 


Click the Slide Sorter tab, then select the slide you want to skip in 
this version of the slide show. 


7 Click to mark this slide as skipped in this version of the 


presentation. 


Tips 


¢ The Audience Manager lets you mark slides you want to skip 
in each version of the presentation. If you add, delete, or edit 
slides, your changes will appear in all the versions. 
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CHAPTER 36 


Working with Data 
Charts 


Data charts let you show your information visually, to help your 
audience quickly grasp complicated data. Most data charts have 
common elements, whether they are XY charts (Table, Bar, Line, 
Bubble, Area, Surface, Mixed, Scatter, High/Low, and Radar) or Pie 


charts. 


Which Data Chart Should | Use? 


Corel Presentations lets you choose from eleven types of data-based 
charts: Area, Pie, Bar, Bubble, High/Low, Line, Mixed, Scatter, 
Surface, Radar, and Table. Each chart type contains certain features 
and benefits that can visually enhance the display of your data. 


When you want to show precise figures in an organized manner, use a 
table chart. 
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When you want to show the relationships and proportions of parts to a 
whole, use a pie chart. 


When you want to compare totals over time and show a trend, use a 
bar chart. 


istGtr 2nd@tr 3rd Gtr 4th Qtr 


When you want to show change over time, emphasizing the rate of the 
change rather than the amount of the change, or to show a trend for a 
particular set of dates, use a line chart. 


ist Or 2nd Qtr 3rd Qtr 4th Otr 
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When you want to show change over time, emphasizing the amount of 
change rather than the rate of change, use an area chart. 


100 
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When you want to emphasize a particular set of data or highlight a 
trend, use a mixed chart. 


100 
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When you want to show three different types of data (for example, 
time, latitude, and size) in a single chart, use a bubble chart. 
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When you want to show a three-dimensional representation of such 
things as temperature ranges or land elevations, use a surface chart. 


When you want to show the interception points of one set of X values 
and one or more sets of Y values to detect a correlation, use a scatter 
chart. 
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When you want to show the high, low, open, and close quotes for a 
stock in a specified time period, use a high/low chart. 


When you want to compare totals and show variations and trends over 
time, or show the relationships and proportions of parts to a whole, use 
a radar chart. 
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Using Charts with X and Y Axes 


Area, Bar, Bubble, High/Low, Line, Mixed, Radar, Scatter, and Surface 
charts are all XY charts. “XY” refers to the fact that they all plot data 
along X (horizontal) and Y (vertical) axes. 


Y Axis 
X Axis 
4h Ot 
Horizontal charts have aot Usually charts 
vertical x axes and have horizontal x 
horizontal y axes. gee axes and vertical y 
axes. 
1stQu 
Y Axis 
1etQth 2adQt JdOt wor X Axis 


Tips for Creating XY Charts 


The following suggestions can help you create effective data charts 
with X and Y axes: 


¢ Use the same font throughout a chart. 
¢ Use a legend for clarity. 
¢ Position data labels inside the bars to show their value. 


¢ The chart title should appear at the top and focus on one main 
topic. 


¢ Limit the number of items to 6 or less; if you must have more 
items, break up the data into separate charts. 
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Title of Chart 
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Using Pie Charts 


Pie charts show your data as parts of a whole. Each data series (row of 
data in the Datasheet) is one slice of the pie. The chart shows each 
slice of data, what proportion each slice is, and how it relates to the 
whole. You can create as many as nine pies in a single pie chart to 
show interrelating data. 


Title of Chart 


Subtitle 


West East 
South North 


Tips for Creating Pie Charts 
The following suggestions can help you create effective pie charts: 


¢ The chart title should appear at the top, and focus on one main 
topic 
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¢ Use as many as 6 slices in a pie; if you need more, consider 
breaking the chart into separate charts 


¢ Explode a single pie slice to add emphasis 
* Group smaller percentage slices under a generic label 
¢ Label each slice in the pie and identify its percentage 


¢ Use the same font throughout a chart 


Title of Chart 
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Creating a Data Chart 


You create a data chart by defining a chart area and filling in the 
Datasheet with your own data. You can use the sample data to guide 
you in filling in your own. The Datasheet appears as a floating palette 
in the drawing window when you create a data chart. Use it as a 
spreadsheet to enter, edit, or import the data the chart displays. 


The area inside the blue 
border is the chart area. 
Click outside the chart area 
fo close the chart and 
return to the drawing 
window. 

Use the Datasheet to enter Sms 
your data, legend names, 
and labels. ihe Range 
Hips shows you 
what ies of data belong 
in which areas of the 
Datasheet. 
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Type the labels for each 
bar, market, level, area, 
and so on 


Click Lill from the toolbar. 
Drag diagonally across the drawing window to define a chart area. 


Click the type of chart you want to use. 
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Select a chart from the gallery that best represents the chart you 
want to create. 


5 Deselect Use Sample Data to begin with a blank Datasheet if you 
do not want to display sample data in the chart. 


6 Select and deselect 3-D to switch the chart dimension between 2-D 
and 3-D. 


Click once inside the drawing window to create a chart that 
will fill the window. 


Click and drag the chart and Datasheet to size and move them 
in the window. 


Adding the Chart Data 


If you are working on an area, bar, line, radar, scatter, or surface chart 
with sample data, your Datasheet will look like this: 


Type the text identifying 
each series for the legend 


Type the labels for each 
kind of data in the chart 


Type the text identifying 
the data in the legend 


Type the chart data 


If you are working on a bubble chart with sample data, your Datasheet 


should look like this: 


_Datasheet Ls) 
¥ ca Type the chart data. 
Bubble charts let you 
show three different 


kinds of data, two on 
the X axis, Y axis, and 
one affecting the size of 
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If you are working on a high/low chart with sample data, your 


Datasheet should look like this: 


Type the labels for each pee __ Datasheet om aE: Type the chart data. 
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If you are working on a pie chart with sample data, your Datasheet 


should look like this: 
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the data in the legend 


You can replace the sample data with your own, or clear all the sample 
data at once. A cell must contain numeric data in order to plot it on 
the chart, unless the cell is a Label or a Legend cell. Numeric data is 
automatically right justified in the cell, while text or date entries are 
left justified. When you press the Spacebar in a cell, the cell appears 
empty, but still contains a space. 


The Datasheet shading makes it easy for you to know where to fill in 
label, legend, and cell data. The Range Highlighter lets you choose 
shading for each type of cell in the Datasheet. 


1 Select the cell in row 1 of column A (or Pie 1), then type your data. 


2 Continue adding data for each additional row and column in your 
chart. 


3 Double-click the parts of the chart and Datasheet to edit them. 
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Editing a Data Chart 


* Ifyou are creating an XY chart, the Primary Y axis on the 
chart automatically sets the minimum and maximum value of 
the axis and the tick intervals according to the data in the 
Datasheet. You can specify your own minimum and maximum 
Primary Y-axis scales. 


¢ When you have multiple pies in a single pie chart, display the 
Pie Titles to label each one. Type pie titles into the top cell of 
the Labels column for each pie in the chart. 


Returning the Chart to the Slide 


When you finish creating your chart, click the pointer outside the 
chart boundary (the hashed line) to return to the slide. 


Once you have your data entered into the Datasheet, you can change, 
edit, cut, copy, paste, transpose, and exclude your data. 


1 Select the data chart you want to edit, then double-click it. 
2 Edit the chart. 


Displaying the Datasheet 


If you hid the Datasheet the last time you opened this chart, it will not 
display. Turn on the display again to edit your data. 


1 Click View » Datasheet. 


Inserting Rows and Columns 


You can insert a specified number of blank rows or columns in the 
Datasheet. 


1 Right-click the cell where you want to insert a blank row or column, 
then click Insert from the QuickMenu. 


2 Select Rows or Columns, then specify the number of rows or 
columns you want to insert. 
Deleting Rows and Columns 


You can delete a specified number of rows or columns in the 
Datasheet. 


1 Right-click the cell where you want to delete a row or column, then 
click Delete from the QuickMenu. 
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2 Select Rows or Columns, then specify the number of rows or 
columns you want to delete. If you have already selected rows or 
columns, you do not have to specify the number. 


Clearing Cell Data 
You can erase data from a single cell or a selected range of cells. 


1 Select a cell containing data you want to erase; or place the pointer 
on one cell, then drag horizontally or vertically to select the range of 
cells you want to clear. 


2 Right-click the selected cell or range of cells, then click Clear from 
the QuickMenu. Specify whether you want to delete the data, 
format, or both in the selected cell(s). 


Tips 


¢ To clear all the data in the Datasheet, click Edit >» Clear All 
> Yes. 


Cut, Copy, and Paste Cell Data ~ 


When you cut cell data, you remove it from the Datasheet and place it 
on the Windows Clipboard for temporary storage. When you copy cell 
data, you place it on the Windows Clipboard without removing the 
original data from the cell. When you paste cell data, you retrieve it 
from the Windows Clipboard and insert it into a new cell location in 
the Datasheet. When you paste cell data in an area, it replaces any 
existing cell data. 


Copy or Cut 


Clipboard 
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1 Select the cell you want to cut or copy, or drag to select a range of 
cells. 


2 Right-click the selected cells, then click Cut or Copy. Select the cell 
where you want to insert the data, then right-click and click Paste 
from the QuickMenu. 


Formatting Chart Data 


All the cell data in your chart is a number or a date. You can easily 
format the data so you do not have to type in percentage signs, dollar 
signs, and date formats. The formatting you choose will apply only to 
the Datasheet cells you select. 


1 Select the Datasheet cells you want to format as numbers or dates. 


2 Right-click the cells, then click Format from the QuickMenu. Select 
Numeric or Date from the Format type drop-down list. Select the 
number or date format you want to use from the Formats list. 


Tips 
¢ Select an entire row or column to format any data you enter 
into that row or column. 


¢ You can select User Defined from the Formats list, then 
define your own numeric format using the Precision, Negative 
Numbers, and Type options. 


¢ You can select User Defined, then click Custom to build your 
own date and time format. 


Adding a Chart Title and Subtitle 


Add a title and subtitle to your chart to help explain what the chart 
shows. These titles are in addition to the slide title and subtitle, not in 
place of them. 
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1 Select the chart you want to add elements to, then double-click it. 


2 Right-click the title of the chart, then choose Title Properties from 
the QuickMenu. 


Type the title of your chart. 


Specify the position, font, fill, and box attributes of the title by 
clicking the tabs on the Title Properties dialog box and choosing the 
options you want. 


5 Click Chart > Subtitle. 


Click Display chart subtitle, then type the subtitle of your chart. 
Specify the position, font, fill, and box attributes of the subtitle by 
clicking the tabs on the Subtitle Properties dialog box and choosing 
the options you want. 


Tips 


¢ You can move a title (and subtitle) so that it is left justified, 


right justified, or centered at the top of a chart by dragging it 
into position. 


Adding a Legend 


The legend identifies the name of each row of data in your chart. It is a 
list of the colors, patterns, or symbols used in the chart to show which 
series of data corresponds to which bar, pie slice, line, and so on. 
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Adding Data Labels 


Ast Qt 2ndQtr 3rd Qtr 4th Otr 


Click the cell in the Legend column of row 1 in the Datasheet. 
Type a name to represent the set of data for that row. 


Add additional legend names to other cells in the legend column. 


> wo PO — 


Right-click a blank area of the chart, then choose Display Legend 
from the QuickMenu. 


Tips 


¢ You can move a legend so that it is positioned inside or outside 
of the chart, at one of the four corners, or centered along one 


of the sides, top, or bottom by dragging the legend to a new 
position. An outline of the legend indicates its position as you 
move it. 


Data labels help explain your chart more clearly. They include text 
that shows the numeric value, time period, or category of a bar, line, 
pie slice, or other object in a data chart. A label leader or slice pointer 
is a line that attaches a data label to a slice in a pie chart. Labels are 
useful when you want to increase the accuracy of visual comparisons 
between data. 
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1 Select the cell in the Labels row or X Data row of column A for XY 
charts, or select the cell in row 1 in the Labels column to the left of 
Pie 1 for pie charts. 


2 Type the label for the first bar, line, slice, and so on. 
Add additional label names as necessary. 


Right-click a blank area of the chart, then choose Display Labels 
from the QuickMenu. 


5 Double-click any label on the chart to choose font, style, and color 
options for all the data labels in the chart. 


Tips 


¢ Pie charts also let you select leader lengths, how much 
information to display, and label orientation. 


¢ If your labels overlap or appear in an inconvenient position, 
you can drag the labels to position them. Be careful not to 
place the labels too far from the data they describe. 
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Changing Perspective in a 3-D Chart 


When you put your data into a 3-D chart, you can change your 
viewing angle to best suit the data. 


Perspective 
changed for 
easier 

comparison 


Default perspective 
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1 Click Chart > Perspective. 


2 Select Right angle axes to have the axes appear perpendicular to 
each other. Specify the horizontal and vertical values to tilt your 
chart. 


3 Select Wire frame view to display the sample chart in the view box 
as a series of frames with no colors or patterns. (This option does not 
affect the way your chart displays.) 


4 Click Preview to see your changes before you apply them to your 
chart. 


5 Click Back to return to the dialog box, or click OK to accept the 
new perspective. 


Tips 


¢ To return the chart to its original state, click Reset. 
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Changing the Grid Lines 


You can modify the placement of grid lines and tick marks on the X 
and Y axes in your chart. Major grid lines usually have tick labels, 
while minor lines fall between the labels and do not have tick marks. 
You can specify how many minor grid lines should fall between each 
pair of major grid lines, and how many minor grid lines you want for 
each value increment. 


Major grid line Minor grid line 


Tick mark 


1 Click Chart > Grids. 


2 Click the Line Attributes tab, then select major grid and minor grid 
styles and colors. 


3 Click the Line Ratio tab, then select the number of major and 
minor grid lines to display. 


¢ You can also double-click the grids in the chart to select grid 
options. 
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Editing the Chart Frame 


A chart frame is a group of lines enclosing the back, front, left, right, 
top, and/or bottom of a chart. Each line represents a data value. You 
can select the border width, color, fill attributes, and base height of the 
frame. 


Back frame 
left frame 


Base 


Bottom frame 
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1 Click Chart > Frame. 
Select the options you want to apply to the chart frame. 


Click Preview to see your changes before you apply them to your 
chart. 


Tips 


¢ You can also double-click the frame or base to select frame 
propertties. 
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Saving Data Charts 


You can save the data in a chart, the visual style of the chart, or the 
slide containing both the chart’s look and its data. 


3rd Qtr 4th Qtr 
50 65 
South 40 40 45 
East 25 30 40 
20 30 


1st Qtr 2nd Qtr 3rd Qtr 


Saving a Chart Style 


A chart style refers to all the visual elements (such as the layout, 
labels, and perspective options) you have applied to a data chart. You 
can save a chart style and later retrieve it for use in other data charts. 


Chart styles have a .CHS extension. 
1 Create a data chart with the visual attributes you want. 


2 Click Chart > Save Style. 


3 Type the filename for the chart style you want to save, then click 
Save. 


Tips 


* To retrieve a chart style, click Chart > Retrieve Style, specify 
the filename of a chart style, then click Retrieve. 
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Saving Chart Data 


You can save your chart data without the rest of the chart to use in 
other charts, other slide shows, and even other applications. 


1 Create a data chart, or insert an existing data chart into the drawing 
window and double-click it. 


2 Click Data > Export. 
Specify a path and filename for the chart data. 
Select a file format (ASCII or ANSI) and a delimiter type (tab, 


comma, or space) for the chart data file. 


Saving a Chart Slide 


Unless you save your chart in a drawing or slide show, the chart will no 
longer exist when you exit Corel Presentations. To save both the data 
and the chart style at once, you need to save the entire slide, but you 
do not have to save the entire slide show. 


1 Click outside the data chart to close and deselect it. 


2 Click File >» Save As, then type a path and filename for the slide 
show containing the chart. 


3 Click Save. 


Tips 


¢ You can also save the slide with the chart as a single-page 
drawing that you can use in other documents by selecting 
WPG from the For type drop-down list in the Save As dialog 
box. 


From Here... 


What else Look in this manual "Look in Help 


Printing your chart Corel Presentations 
Basics, p. 305 
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CHAPTER 37 


Working with 
Organization Charts 


Organization charts show an organization's structure, or the 
relationships of people and positions. You can add additional 
information, such as telephone numbers, FAX numbers, or department 
names, to any position in an organization chart. Keep any additional 
information short and simple to avoid cluttering your chart with too 
much text. 


You can also use organization charts to create family trees, show the 
chain of command, diagram a process, illustrate a work flow, and even 
create visual outlines. 
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Tips for Creating Organization Charts 
Before you begin creating your chart, here are some suggestions for 
presenting your information effectively. 


* Avoid showing too much information on one chart; break up 
large charts into separate ones 


¢ Use a top-to-bottom orientation for easy reading 


* Start each box the same way, with either a position title or a 
person’s name 
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Creating Organization Charts 


You can use organization charts to show the structure of positions in a 
business, department, agency, group, division, or office. Your chart 
might include position titles, names, pay or employment status, or 
telephone numbers. 


You create an organization chart by defining a chart area and filling in 
your own information. You can enlarge the chart area while you create 
the chart, if necessary. 


1 Click 


2 Drag to define a chart area. 


from the toolbar. 


3 Click the type of chart you want. 
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Tips 


* Click once in the drawing window to create a chart that fills 
the window. 


Adding Positions and Information 


Once you have chosen a basic structure, you can add and link 
positions, then fill in the names, titles, and other information about 
each person. 


1 Select the box where you want to add other positions. 


2 Right-click, then click Subordinates to add a subordinate position 
under the currently selected position. 


3 Right-click, then click Coworkers to add an equal position to the 
currently selected position. (You cannot add a coworker to the top 
position in a chart.) 


4 Right-click, then click Staff to add a staff position to the currently 
selected position. 


5 Right-click, then click Manager to add a superior position above the 
currently selected position. 


6 Continue adding positions and replacing the text in them until you 
finish your chart. 


7 Double-click a text field in a box in the chart, then replace each 
field by typing in the text you want to display. 


You can easily move between text fields in a position by using 
Tab and Shift+Tab, as well as the Up and Down arrow keys. 


¢ You can also insert positions by right-clicking a box, then 
clicking Manager, Subordinate, Coworker, or Staff. 


Importing a Corel WordPerfect Document 


If you have already got your information in another file, you can save 
time by importing either a Corel WordPerfect file (version 5.0 or later) 
in outline format, or a tabbed text file, into an organization chart. 
Imported text replaces any data you already have in the chart. 


1 Right-click an empty space inside the chart frame, then click Import 
Outline. 


2 Specify the filename of the file you want to import, then click Insert. 
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Tips 


¢ You can also drag an outline file onto the chart and drop it to 
import the data in it. The new organization chart information 
is added to the chart where you drop it; it does not overwrite 
the information already in the chart. 


Editing Organization Charts 


Once you have entered the basic information into the organization 
chart, you can change, cut, copy, paste, and edit the text and the 
structure of the organization chart. You must select one or more boxes 
before you can edit them. 


1 Select an organization chart in the drawing window, then double- 
click it. 


Double-click the text fields inside positions to edit them. 


3 Select position boxes to change their properties, orientation, and 
appearance. 


4 Click in a blank area of the drawing window outside the chart area 
to end the editing session. 


¢ Hold down the Ctrl key while clicking to select multiple 
boxes. 


Right-click on a clear area in the chart, then click Select All 
from the QuickMenu to select all the positions at once. 


¢ You can also copy information between charts. Open 
documents and create or double-click an organization chart in 
each. Select and drag the positions you want to share from one 
organization chart to the Application Bar at the bottom of the 
drawing window, then drop the information into the 
organization chart in that document. 


Adding More than One Line of Text to a Position 


You can add additional information such as a telephone number, a 
FAX number, or a department name to any position in your chart by 
adding extra fields. You will want to keep any additional information 
short and simple to avoid cluttering your chart with too much text. 
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1 Select the box you want to edit, or press Ctrl while clicking to select 
more than one box. 


2 Right-click a selected box, then click Box Fields. 


3 Type the name of the field you want to add in the Add New Field 
text box, then click Add>. 


4 Click Move Up and Move Down to position the new field in 


relation to the others. 


Changing the Way the Organization Chart Looks 


Corel Presentations lets you customize your organization chart’s font, 


box appearance, connector lines, branch structure, orientation, and 


much more. 
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Changing the Box Attributes 


You can use a colored box to highlight positions in a chart. You can 
specify the box style, fill color, fill attributes, and border color and 


style. 


Tiona 66 Aa Movrayve 
Tevepaa 


Select the box you want to edit, or press Ctrl while clicking to select 
more than one box. 


1 Right-click a box, then click Box Properties. 
Click a box shape or select No box to display only text. 
Select a Border color from the palette. 


Click the Fill Attributes tab, then select the fill options you want. 


wu > Ww P99 


Click the Box Size tab, then specify vertical and horizontal sizes for 
your boxes; or select an Autosize option to force the boxes to size 
themselves compared to the text inside them or to the other boxes 
on the level, branch, or chart. 


Tips 


¢ Apply your changes to the entire chart at once by right- 
clicking a clear area and clicking Select All. 


Changing the Font and Text Color 


You can change the font, style, size, appearance, and color for each 
box in the organization chart. The font you choose will apply to all the 
fields in that box unless you have text selected. Your font changes will 
not appear until you edit text or select boxes to change the font. Use a 
text color that stands out against the color of the boxes and 
background so your audience can read the chart easily. 
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1 Select the box you want to edit, or press Ctrl while clicking to select 
more than one box. 


Right-click a box, then click Font. 
3 Select a Font face, style, and appearance. 


4 Select a Text color from the palette. 


Tips 


¢ Apply your changes to the entire chart at once by right- 
clicking a clear area and clicking Select All. 


Changing the Connector Lines 


You can change the appearance of the connectors (lines) between 
levels in an organization chart. Select all the levels at once to change 
all the connector lines in your chart. 
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1 Select the box you want to edit, or press Ctrl while clicking to select 
more than one box. 


2 Click Format » Connectors. 
3 Click the Connectors tab, then click a connector style. 


Click the Subordinate Line Style tab, then select a Line color, 
width, and style for the connectors from superiors to subordinates. 


5 Click the Staff Line Style tab, then select a Line color, width, and 


style for the connectors from superiors to staff positions. 


Tips 


¢ Apply your changes to the entire chart at once by right- 
clicking a clear area and clicking Select All. 


Changing the Chart Orientation 


Although most organization charts use a top-to-bottom orientation, 
you can choose a bottom-to-top, left-to-right, or right-to-left chart 
orientation. You can also choose different orientations for individual 
branches of the organization chart. 


Top-to-bottom orientation au? ———— Leftto-right orientation 


Right-to-left orientation + mea 
Bottom-to-top orientation 


1 Select a management position that has subordinates, or press Ctrl 
while clicking to select more than one box. 


Right-click a box, then click Orientation. 


Click the orientation you want to use for the selected branches. 


360 Chapter 37 Working with Organization Charts 


Tips 


* Apply your changes to the entire chart at once by right- 
clicking a clear area and clicking Select All. 


Changing the Branch Structure 


You can change the way your chart displays subordinate positions. For 
example, you can display a wide chart with vertical columns of 
subordinates instead of horizontal rows for easier reading. You can also 
display subordinate positions in columns under the managers for easier 
display of flat organization structures. 


fFiter 0 Bade, 


1 Select a management position that has subordinates, or press Ctrl 
while clicking to select more than one box. 


2 Right-click, click Branch Structure, then click the structure you 
want. 


Tips 


¢ Apply your changes to the entire chart at once by right- 
clicking a clear area and clicking Select All. 
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Displaying Part of a Chart 


You can display a particular department, group, or position within a 
chart. Displaying part of the chart at a time zooms in on that part of 
the chart. This is very helpful when you are working on a large chart, 
since the boxes may become too small to easily edit. 


You can display a particular branch, or hide the subordinate positions 
for the selected box. Even when you cannot see the entire chart on the 
screen, the rest of the organization is still there. 


Zoom to Chart displays the 
entire organization chart. 


Zoom to Branch displays 
only the branch you select. 


Collapse Subordinates 
hides the positions under 
the boxes you select. 


1 Select a management position that has subordinates. 


2 Click View >» Zoom to Branch to display only that position and its 
subordinates. 


3 Click View » Collapse Subordinates to display only that position 
without its subordinates. 


4 Click View > Zoom to Chart to view all the branches connected 
to the currently selected position. (Currently collapsed branches 
remain collapsed.) 


5 Click View » Expand Subordinates to view all the positions below 
the currently selected position. 
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Saving Organization Charts 


You can save the visual style of the organization chart, the text of the 
organization chart as a Corel WordPerfect outline, or the slide 
containing both the chart’s look and its text. 
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Saving an Organization Chart Style 


An organization chart “style” refers to all the visual elements (such as 


the font, box color, box spacing, orientation, and branch structure) 


you have applied to an organization chart. You can save an 
organization chart style and later retrieve it for use in other 
organization charts. Organization chart styles have a .CHS extension. 


1 Create an organization chart with the visual attributes you want. 


2 Click Chart > Save Style. 


3 Type the filename for the organization chart style you want to save, 


then click Save. 
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Tips 


* To retrieve an organization chart style, click Chart » 


Retrieve Style, specify the filename of an organization chart 
style, then click Retrieve. 


Saving an Organization Chart as an Outline 


You can save the text of an organization chart as an outline without 
the formatting to use in other charts, other slide shows, and even other 
applications. Corel Presentations saves the text as a Corel WordPerfect 
outline file. 


1 Create an organization chart, or insert an existing organization chart 
into the drawing window, and double-click it. 


2 Click Chart > Export. 

3 Specify a path and filename for the organization chart outline. 

4 Select a file format. The WPD (Corel WordPerfect Document) 
format is selected by default. 

Saving an Organization Chart Slide 


Unless you save your organization chart in a drawing or slide show, it 
will no longer exist when you exit Corel Presentations. To save both 
the organization chart and the chart style at once, you need to save the 
entire slide, but you do not have to save the entire slide show. 


1 Click outside the organization chart to close and deselect it. 


2 Click File >» Save As, then type a path and filename for the slide 


show containing the organization chart. 


3 Click Save. 


Tips 


* You can also save the slide with the organization chart as a 


single-page drawing that you can use in other documents by 
selecting WPG from the For type drop-down list in the Save 
As dialog box. 
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From Here... 


What else Look in this manual - Look in Help 


Print your chart Corel Presentatio 


Create a poster of 
the chart 
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CHAPTER 38 


Working with Bulleted 
Lists 


Corel Presentations makes it easy to create nicely formatted bulleted 
lists. A bulleted list displays a series of text lines with bullets to present 
your ideas and points sequentially. You can edit any bulleted list you 
create by adding, deleting, and changing bullet levels and text. In 
addition, you can delete a bullet character at any level in a chart, and 
you can create your own bullet styles. 


Slide titles and subtitles are simplified bulleted lists. When you create 
masters and templates, you add a placeholder for each part of the list 
(title, subtitle, and text) instead of typing in the actual text. 


Tips for Creating Bulleted Lists 


Bulleted lists effectively summarize and reinforce ideas and thoughts. 
Keep the following points in mind when you create any type of bulleted 
list: 


¢ The title should focus on one main topic and capture the 
interest of your audience. 


¢ Use no more than eight words per line. 

¢ Use the same style of bullet throughout a group of charts. 
¢ Express a single idea on each line. 

¢ Avoid using more than six bulleted lines of text. 


¢ Use nouns and action verbs to start your sentences. 
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Why Ride a Bicycle? 


¢ Conserve resources 
¢ Keeps you physically fit 
¢ Reduces pollution 


¢ Provides economical transportation 


Creating a Bulleted List 
Creating bulleted lists is easy in Corel Presentations. 
1 Click [1 on the toolbar. 
2 Click in the drawing window to define a chart area. 


3 Type the text for the first bullet. Press Enter to insert a new line at 
the same bullet level. Press Tab to move down one level, or press 
Shift+Tab to move text up one level. 


4 Continue adding bulleted text lines until your chart is complete. 


5 Click outside the chart when you finish the list. 


Tips 


e Ifyou are using the Bulleted List template, you can also type 


your title, subtitle, and bulleted text in the Outliner, and it 
will appear on your slide. 


Importing a Corel WordPerfect Outline as a Bulleted List 


You can import a Corel WordPerfect file into an existing bulleted list 
in Corel Presentations, or you can create a new bulleted list in which 
to place the imported data. Once the text is imported, you can edit it. 
When you finish editing the bulleted list, the title, subtitle, and bullet 
text become objects in the drawing window. 


1 Double-click the bulleted list. 


2 Select the bullet text, then press Delete to clear the existing 
contents of the bulleted list, or place the insertion point where you 
want the imported text to begin. 
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3 Click Insert » File. 


4 Specify the file you want to import, then click Insert. 


* You can also import a Corel WordPerfect file into a new 
bulleted list by creating an empty bulleted list area before you 
insert the file. Any changes you make after importing the 
outline will not affect the original outline file. 


Editing a Bulleted List 


You can edit the text, appearance, and format of bulleted lists on any 
of your slides. 
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Editing Bulleted Text 


Once you have typed the bulleted items, you can edit them any time, 
either from the Outliner or right on the slide. 


1] Double-click a bulleted list, or click the Outliner tab to edit your 
slide show outline. 


2 Add new text by placing the insertion point at the end of the line 
above where you want to add a new bullet item. Press Enter, then 
type the text you want for the bullet. 
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3 Delete a bulleted item by selecting the bulleted text you want to 
delete, then press Delete. 


4 Change a bullet’s level by placing the insertion point at the 
beginning of the text of the item you want to change. Press Tab or 
Shift+Tab to move the bullet down a level (to the right) or up a 
level (to the left). 


5 Click a blank area of the window outside the bulleted list to end the 
editing session. 


Tips 


¢ You can delete a bullet character and add the text as another 
paragraph under the bullet above. Place the insertion point at 
the beginning of the line, then press Backspace. Click Format 


>» Paragraph > Indent to indent the paragraph under the 
bulleted item. 


Changing How a Bulleted List Looks ; 


Once you have typed your text, you can format it for best effect against 
the background you are using. Be sure to use colors that stand out well 
and help emphasize your message instead of overshadowing it. 
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Changing the Font and Text Color in a Bulleted List 


You can change the font and attributes of the title, subtitle, and bullet 
text. The title is usually larger than the subtitle, and the font sizes for 
bulleted items get smaller with each lower level. When you use a 
colored background, it is best to choose a text color that shows up 
clearly against it. You can also use different colors for the title, subtitle, 
and each bullet level of your chart to emphasize your points. 
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Right-click a bulleted list, then click Bulleted List Properties. 
Click the Fonts tab. 

Select a level. 

Select a Font face, style, appearance, and size for the current level. 
Click Font Properties, then click Pattern or Gradient in the Fill 
style group box. 

Select a pattern or gradient, then click OK. 


Repeat steps 3 through 6 to change the font for the other bullet 
levels in your list. 


Click OK to use your font selections in the current chart, or click 
Apply to All to use your font selections in all bulleted list layouts in 
this slide show. 


Tips 


¢ You can make changes to several levels at a time. Drag to 
select adjacent levels, or hold down the Ctrl key and select the 
levels you want to change. 
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Changing Bullet Options 


You can change the bullet format, character, and color for each level 
in a bulleted list, or for all levels. Titles and subtitles do not have 
bullets assigned to them. 
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Right-click a bulleted list, then click Bulleted List Properties. 
Click the Bullets tab. " 


Select a level. 
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Select a bullet character from the Bullet shape drop-down list, or 
click Other to insert a special character as a bullet. 


Click Bullet Properties, then click Pattern or Gradient. 
Select a pattern or gradient. 


Select the colors you want to use from the palettes, then click OK. 
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Repeat steps 3 through 7 to change the bullet options for the other 
bullet levels in your chart. 


9 Click OK to use your bullet selections in the current chart, or click 
Apply to All to use your bullet selections in all bulleted list layouts 
in this slide show. 
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Tips 


¢ You can make changes to several levels at a time. Drag to 
select adjacent levels, or hold down the Ctrl key and select the 
levels you want to change. 


You can select a predefined set of bullets for the bulleted list 


by selecting the type of bullets you want to use from the Bullet 
set (all levels) drop-down list. It automatically assigns a bullet 
to each level. 


To create titles and subtitles, you can delete a bullet character 
from the first- and second-level text in a bulleted list. 


Changing the Justification of a Bullet Level 


You can choose the justification for each bulleted item in the list. 
Titles and subtitles are usually centered. Choosing Auto justification 
lets Corel Presentations align the bullets for maximum readability. 
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Right-click a bulleted list, then click Bulleted List Properties. 
Click the Bullets tab. 


Select a bullet level. 
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Select the justification you want from the Justification drop-down 
list. Auto justification usually works best. 


5 Click OK to use your justification selections in the current chart, or 
click Apply to All to use your justification selections in all bulleted 
list layouts in this slide show. 


Tips 


¢ You can make changes to several levels at a time. Drag to 


select adjacent levels, or hold down the Ctrl key and select the 
levels you want to change. 
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Adding Boxes or Frames to Bulleted Lists 


You can use a colored box and frame (box outline) to highlight the 
title, subtitle, and/or bullet text of a bulleted list. You can also specify 
the box shape, position, fill color and attributes, and the frame type 
and color. The box does not display until you click outside the bulleted 
list. 


Right-click a bulleted list, then click Bulleted List Properties. 
Click the Box tab. 

Click a box shape. 

Select a Frame color and type from the palette and drop-down list. 


Click a box position. 
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Click Object Properties, select the fill and color options you want 
for the box, then click OK. 


7 Click OK to use your box selections in the current chart, or click 
Apply to All to use your box selections in all bulleted list layouts in 
this slide show. 


Saving a Bulleted list 


You can save the the visual style of the bulleted list, the text of the 
bulleted list as a Corel WordPerfect file, or the slide containing both 
the text and style of the list. 
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Saving a Bulleted List Style 


A bulleted list “style” refers to all the visual elements (such as the font, 
text color, line spacing, and box options) you have applied to a 
bulleted list. You can save a bulleted list style and later retrieve it for 
use in other bulleted lists. 


1 Create a bulleted list with the visual attributes you want. 

2 Right-click a bulleted list, then click Bulleted List Properties. 
3 Click Save Style. 
4 


Type the filename for the bulleted list style you want to save, then 
click Save. 


Tips 


* To retrieve a bulleted list style, right-click a bulleted list, click 


Bulleted List Properties, click Load Style, specify the 
filename of a bulleted list style, then click Retrieve. 


Saving the Text of a Bulleted List 


You can save the text of a bulleted list as an outline to use in other 
lists, other slide shows, and even other applications. Corel 
Presentations saves the list text as a Corel WordPerfect file. 
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1 Create a bulleted list, or insert an existing bulleted list into the 
drawing window, and double-click it. 


2 Click File > Save As. 
Specify a path and filename for the bulleted text. 


4 Select a file format. The WPD (Corel WordPerfect Document) 
format is selected by default. 


Saving a Bulleted List Slide 


Unless you save your bulleted list in a drawing or slide show, it will no 
longer exist when you exit Corel Presentations. To save both the list 
and the list style at once, you need to save the entire slide, but you do 
not have to save the entire slide show. 


1 Click outside the bulleted list to close and deselect it. 


2 Click File » Save As, then type a path and filename for the slide 
show containing the bulleted list. 


3 Click Save. 


* You can also save the slide with the bulleted list as a single- 
page drawing that you can use in other documents by selecting 


“ 


WPG from the For type drop-down list in the Save As dialog 
box. 


From Here... 


What else ED book in this manual Look in Help 


Print your bulleted Printing a Drawing, 
list p. 308 


Type text paragraphs Working with Text, 
p409 
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CHAPTER 39 


Working with Clipart 


Corel Presentations includes a large collection of Clipart images for use 
in drawings, slides, and charts. Some of these images are contained in 
the Scrapbook™ on your hard drive, and are arranged into folders by 
category. Other Clipart images are stored on the CD. 


Use Clipart to add interest and emphasis, and to underscore ideas in 
text slides, data charts, and bulleted lists. You can also use Clipart in 
combination with text, charts, and other Clipart images to create logos 
and illustrations, as well as enhancing single-page banners, flyers, signs, 
and much more. 
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Adding Clipart 


You can preview images in the Scrapbook before inserting them into 
your documents. The images are organized into category folders. 
Double-clicking the folders displays the actual images you can insert 


2 Drag diagonally across the window to define an image area. 
3 Double-click the category folder you want to open. 
4 


Double-click the image you want to insert. 


>» You canalso... 


Insert a .wpg file from another Specify the image’s path and 

folder filename in the Name text box, 
then click Insert 

Insert an image from the CD- Insert the CD-ROM, type the 

ROM drive letter in the Name text 
box, then double-click the 
Clipart directory 

Import a graphics file (TIFF, Click Insert > File, specify the 

PCX, BMP, JPEG, GIF, and so file you want to import, then 

on) into the current slide click Insert 

Import a graphics file (TIFF, Click File » Open, specify the 

PCX, BMP, JPEG, GIF, and so file you want to import, then 

on) into a new slide click OK 


Tips 


° Click once in the drawing window to create a full-page 


graphic. 


Overlaying Text on Clipart Images 


Using text with Clipart can make your message stand out, and adds 
interest to slides and other documents. Putting a border or frame 
around a text area adds a professional, finished look. Some Clipart 
images are designed with blank spaces so that you can overlay text. 
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Click 


Click in the drawing window to define the image area as the entire 
window. 


on the toolbar. 


Double-click a category folder, select the image you want to insert, 
then click Insert. 


Click 


Drag to define a text area over the image. 


on the toolbar. 


Right-click the text, click Font, click the Font tab, then select a 
Font face, size, appearance, and style. 


Click the Fill Attributes tab, select a text color to contrast with the 
image for easy readability, then click OK. 


Type the text, then click outside the text area. 


Position the text area to make it fit correctly over the image in the 
available space. Change the font to make the text area larger or 
smaller. 


10 Select the text, then hold down Ctrl while clicking the image to 


select both. 


11 Right-click the text, then click Group to keep the text and image 


together for moving, rotating, and so on. 


Tips | 


° Jt is usually best to size text by adjusting the frame and font 
size while editing the text. 


* You can also size, rotate, align, stretch, move, and skew text to 
fit onto the image. 
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Overlaying Clipart Images 


You can overlay one image on top of another to create logos, pictures, 
diagrams, and much more. 


1 Click @I on the toolbar. 
2 Click in the drawing window to define the image area as the entire 
window. 


3 Double-click a category folder, select the first image you want to 
insert, then click Insert. 


4 Click on the toolbar, then drag to define another image area 
over the first image. 


5 Double-click a category folder, select the next image you want to 
insert, then click Insert. 


6 When you have added all the images, size and position them in 
relation to each other. 


7 Select all the images, right-click, then click Group to keep the 
images together for moving, rotating, and so on. 


Tips 


¢ Use the options on the Order menu to change the order of 
overlap between the images. 
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Overlaying Clipart on Data Charts 


You can add Clipart images to a data chart to illustrate your data. 
Choose your Clipart carefully, however, to avoid cluttering your chart. 
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dt} on the toolbar. 
Drag diagonally across the window to define a chart area. 
Select a chart type from the list, then select a chart from the gallery. 


Type your data, or import a spreadsheet file and add elements to 
change the appearance of your chart. 


When you finish the chart, click in a blank area of the window to 
close the chart, then size and position the chart as needed. 


Click on the toolbar. 


Drag diagonally across part of the data chart to define a small image 
area. 


Double-click a category folder, select the image you want to insert, 
then click Insert. 


Repeat steps 7 and 8 to insert the other images you want to use. 


10 Select each of the Clipart images and size and position them on the 


chart. 


11 Right-click a blank area of the window, then click Select All. 


12 Select the images and the chart, then click Graphics » Group to 


keep the chart and images together for moving, rotating, and so on. 
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Using Clipart Images with Text Areas 


When creating a slide with a lot of text, you can add Clipart for 
emphasis and decoration. 
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Drag diagonally across the window to define a text area. 


on the toolbar. 


w 


Right-click the text, click Font, click the Font tab, select a Font 
face, size, style, and appearance, then click OK. 


Type your text, then click outside the text area. 


Click 


Drag diagonally across the window to define an image area. 


on the toolbar. 
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Double-click a category folder, select the image you want to insert, 
then click Insert. 


oo 


Select the image, then size and position it with the text. 


Repeat steps 6 through 8 to insert any images you want to use with 
your text. 


10 Select the image and text, right-click, then click Group to keep the 
text and images together for moving, rotating, and so on. 


Tips 


* To align the images and text, you can use the options on the 
Align and Space Evenly menus. 
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Using Clipart Images as Page Backgrounds 


You can use Clipart images on the background of the slide show and 
overlay them with text and graphics. 
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1 Click Edit » Background Layer to open the background layer of the 
master. You can add Clipart to the backgrounds in the master, or 
click Insert » New Background to create a new background. 


age 


2 Click {J on the toolbar. 
3 Click in the drawing window to define the image area as the entire 
window. 


4 Double-click a category folder, select the image you want to insert, 
then click Insert. Size and position the image on the background. 


5 Click View » Slide Layer. 


6 Add text, other Clipart images, charts, bitmaps, or drawing objects 
over the background. 


7 Select the objects, then size and position them to fit on the 
background. 


Use the options on the Order submenu on the Graphics menu 
to change the order of overlap between the images. 


You can also add an image to the Layout layer, so that it 
appears only on certain types of slides. 
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Creating Clipart Bullets 


Many of the Clipart images can be used in place of a typical round 
bullet on a text chart. Clipart can add interest to your text chart and 
underscore the importance of an idea. You can use a wide range of 
Clipart images as bullets. Usually you use the same image for all bullets 
in an individual bulleted list. Occasionally, however, you might use a 
different image to emphasize one of the bullet points. 
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1 Click EJ on the toolbar. 


2 Click in the drawing window to define the bulleted list area as the 
entire window. 


Type text for each bullet item. 

Right-click the bulleted list, then click Bulleted list Properties. 
Click the Bullets tab, then select a bullet level. 

Select None from the Bullet shapes drop-down list. 

Click OK to close the Bulleted list Properties dialog box. 
Click & 


-) on the toolbar. 
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Drag diagonally across the window to define an image area in front 
of the first item on the list. 


10 Double-click a category folder, select the image you want to insert, 
then click Insert. 


11 Select the image, then size it. 


12 Press Ctrl while dragging the image in front of the remaining items 
to copy it. Use a guideline to align the bullets vertically. 
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13: Select all the image bullets, then click Graphics » Space Evenly > 
Top/Bottom to evenly space the images to match your text lines. 


14 Select the list and all the images, right-click, then click Group to 
keep the bulleted list and images together for moving, rotating, and 
so on. 


* To double-space the bulleted items, move the insertion point 
to the end of each bulleted text line, press Enter, press 
Backspace to delete the bullet, then press Enter again. 


¢ You can make changes to several levels of a bulleted list at a 
time. Drag to select adjacent levels, or hold down the Ctrl key 
and select the levels you want to change. 


Saving Clipart Images as .WPG Files 


You can save a Clipart Image from the Scrapbook as a .WPG file so 
you can use it in other documents and applications. 


1 Click on the toolbar. 

2 Click in the drawing window to define a full-page image area. 
3 Double-click a category folder. 
4 


Right-click the image you want to save as a .wpg, then click Save as 


.WPG. 
Specify the path and filename for the new .wpg file. 
6 Click Save. 


wn 


From Here... 


/ What else [ - Look in this manual Look in Help 


Changing Font Face, Working with Text, 
Size, Style, and p. 409 : 
Attributes 


Positioning Objects = Working with 
and Using the Grid Shapes, p. 397 


Chapter 39 Working with Clipart 385 


- 
sacat Most somes » sider ats anidy tal open tice ranted . 
feetieen tk ‘sk aa ; 
pete) Jaded, ae iniel ot Per : 


Live agtinurpon pseu “a rae wcrpties!! "ie ot Avagalas bs Anegaeo 
O18 e, (ear ite 5 ona ratre h ; 
oa : ern 


- a igs 
Ua Mode «ft? bs weet a Pasi fl nee grthibur 
| eure] pashan ao Btu; Sono] bes by hus oo i 
- ee tact dirt ep Set venti net 
; is hes a1 bead ibe hte somes he seat, © | =a 
2 J 1A) @e d. cls Swi ea ug oa 2 
F ara pon — bA\ Se iy ty =u a 
—_—— — = ee, ete pan bos —— ee | 


° — 


- : fe Sat Reyes 
Siesigar ig “ew ii sg egor hag gril 


ae enteh’. 4 sa tna tO) © page (a OY oo 
7 wien i an pe villosa sled > 


: —— reae. Fa) eR lave . 7~ * 
Twi aye ot hy. 3b sa bi sta is 
; : 15) EES fie ‘] ¢ 
PBS es ee Ap raentt 


7; 


a) (apm oe &b) ein pd | aa) Pe , P Pam set 4 ee tat etin 
= = ‘ we «4 8 
nine dae ot. innominate ee 
. (262i ew ab’ 


bh 07 
< 
ieee ee . 
_ = eS s —_ 
te ST 


oa ; 


CHAPTER 40 


Working with Bitmaps 


Bitmaps can add an element of reality (or even fantasy) to your slide 
show. Use scanned photos with your organization charts to let people 
connect names with faces; or add a nice shot of your corporate 
headquarters as a background for a slide about the company’s history. 
In addition, Corel Presentations lets you save any file or image as a 
JPEG or GIF file so you can incorporate them into HTML documents. 


There are two types of graphics formats used in Corel Presentations: 
bitmap and vector. A vector object is a “whole” object that is made up 
of connected points defined by mathematical equations (vectors). 
Objects you create in the drawing window are vector objects. 


A bitmap image, on the other hand, is composed of individual colored 
pixels. These pixels combine to form the entire picture. You can create 
and edit bitmap images in the Bitmap Editor, and even edit each pixel 
in the image individually for precise control. 


Outside the Bitmap Editor, a bitmap is an object just like anything else 
on the drawing window, and you can manipulate it as you would any 
other object. 

Creating a Bitmap 


When you create a bitmap image, you must first define a bitmap area. 
The area does not have to be exactly the size you want your bitmap; 
you can crop or enlarge the bitmap inside the Bitmap Editor. 


1 Click on the toolbar. 
2 Drag in the drawing window to define a bitmap area. 


3 Use the bitmap tools to create a bitmap. 
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Tips 


* Click in the drawing window to create a full-page bitmap area. 


* Click File » Close Bitmap Editor when you are finished to 
return the bitmap to the drawing window. 


Specifying a Transparent Color 


When you put a bitmap on a slide or drawing with a background color, 
it sometimes appears with a white box around it. To avoid this, select a 
transparent color for the background of the bitmap. The default 
background color in the bitmap editor is gray, but you can choose any 
color as your transparent color. It is often helpful to choose a bright 
color that does not appear anywhere in the bitmap as the transparent 
color. 


1 Click Format > Set Transparent Color. 

2 Click the color you want to use as a transparent color, then click 
OK. 

Using the Bitmap Tools ‘ 


You can use all the drawing tools—rectangles, circles, curves, lines, 
and so on—as you create bitmaps. In addition, there are several 
specialized tools available only in the Bitmap Editor. 


Air brushed lines 


Drawn shape 


Areas filled with 
the same color 


Selectively replaced color 


Painted lines 


Lines drawn as 
painted shapes 


Air Brush 


Use the Air Brush to spray paint onto areas of your bitmap. The 
slower you drag the mouse, the denser the spray becomes. 
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Selective Replace 


Use Selective Replace [#21 to easily and neatly change one color in a 
bitmap without affecting the other colors. For example, you can 
replace red with blue as the background color in a pattern while 
leaving the foreground yellow. 


Pick Up Color 


Use Pick Up Color |@J to pick up or “capture” a hard-to-duplicate 
color from part of a bitmap image to use with another bitmap tool. 
When you pick up a color, it becomes the current foreground color or 


background color, depending on how you pick it up. 
Flood Fill 


bitmap with a single color, pattern, gradient, texture, or picture. All 
the pixels in the area must be the same color. You cannot use Flood 
Fill to replace areas containing gradients, pictures, textures, or blended 
colors. 


Eraser 


Use the Eraser Il to erase a part of a bitmap, making the erased 
pixels transparent. They appear gray in the Bitmap Editor, and let the 
page color of the slide show through when you bring the bitmap back 
to the drawing window. 


Paint Brush 
Use the Paint Brush LJ to paint freehand lines in a bitmap. You can 


use solid colors, patterns, gradients, and even pictures and textures as 
paint. 


Changing Brush Properties 


Use Brush Properties to change the shape and width of the Air Brush 
and Paint Brush. (The changes also apply to the Eraser and Selective 
Eraser.) The size of a brush refers to how many pixels wide it is. You 
can also use Properties to change the density of the Air Brush. The 
density of the Air Brush determines how many pixels it colors in a 
given area. The smaller the value, the fewer pixels will change color. 


1 Right-click the bitmap area, then click Brush. 
2 Select a brush shape from the Brush Shape pop-up list. 


3 Specify how many pixels wide the brush should be in the Brush 
width text box. 


4 Specify a value in the Air brush density text box. 
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Inserting a Bitmap File 


Corel Presentations lets you insert a wide variety of bitmap files right 
into the drawing window. Once you have inserted the file, you can edit 
the image in the Bitmap Editor. 


1 Click Insert > File. 


2 Specify the path and filename of the bitmap file you want to appear 
on the slide. 


3 Double-click the bitmap to edit it in the Bitmap Editor. 


Tips 


¢ After you insert a bitmap, you can select it and drag the 


handles to make it larger or smaller. Sizing a bitmap can make 
it look jagged. To clean up the image, click Tools » Resample 
Bitmap. 


Editing a Bitmap 


When you return a bitmap image to the drawing window, you can 
move, size, rotate, and skew it as you would a drawing object. 
However, if you want to add to or erase portions of the bitmap image 
itself, you must enter the Bitmap Editor. 


1 Select the bitmap you want to edit, then double-click it. 


Sizing and Cropping a Bitmap 


If you run out of room while drawing in the Bitmap Editor, you can 
enlarge the bitmap frame. Changing the size of the frame does not 
stretch the bitmap image, but does change its size and position when 
you return it to the drawing window. 
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If you want to use only part of the bitmap, you can shrink the bitmap 
frame to include only the part you want to use. You might cut away the 
white space around your drawing, or parts of the image you do not 
want. Remember that any part of the image left outside the resized 
frame is deleted when you return the bitmap image to the drawing 
window. 
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1 Move the pointer over one of the handles. 


2 When the pointer changes to to the resize pointer, drag a corner 
handle or a side handle to size the bitmap frame. 


3 Click [84] when you are finished to return the bitmap to the drawing 
window. 
Selecting Areas 


Selecting areas in the Bitmap Editor works differently than selecting 
objects in the drawing window. When you select an area in the Bitmap 
Editor, all pixels inside that area are selected at once. 


Selected area in a bitmap 
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A selected area appears as a dashed rectangle. You can edit a selected 
area by moving, duplicating, cutting, pasting, adding special effects, or 
erasing the pixels inside it. 


1 Click WI. 


2 Click inside the bitmap frame to select the entire bitmap area, or 
drag inside the bitmap frame to select a specific area. 


3 Click outside the selected area to deselect it. 


Zooming to Edit Pixels 


You can zoom to edit individual pixels when you need precise control. 
In the pixel editor, move the rectangles in the Full Bitmap and Actual 
Size areas to display an enlarged view of the area in the pixel editor. 


The Full Bitmap area 

shows the entire bitmap 

image. 
The Pixel Editor lets you 
see and edit individual 

Drag the rectangles to pixel. 

change the view in the 

Pixel Editor 


1 Right-click the bitmap area, then click Zoom. 


2 Drag the rectangle in the Full Bitmap area or the Actual Size area 
over the portion of the bitmap image you want to edit. 


Click Format > Object Properties > Fill. 


4 Click the fill style you want to use, then select colors, patterns, 
gradients, pictures, or textures. 


Sitch hal ‘Bl or [zl] 


Click in the Pixel Editor to change individual pixels. 


Right-click the bitmap area, then click Zoom to return to the full- 
size view. 
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Applying Special Effects 


You can enhance an entire bitmap image or a selected area by applying 
one or more special effects, such as mosaic, brightness, and wind. You 
can apply several effects to a bitmap, one at a time. 


If you are applying special effects to an area of the bitmap you select, 
you can specify whether to have the effects display inside or outside 
the selected bitmap area. 


] 


Select the bitmap you want to apply special effects to, then double- 
click it. 


Click Tools > Special Effects. 
Select an effect from the Effects list box. 


Click an option or specify a setting in the Options group box to 
adjust the effect. (Options settings do not apply to the Emboss, 
Equalize, and Stereogram effects.) 


Click a setting in the Apply effect to group box to isolate which part 
of the bitmap image the effect will change. 


Click Apply to preview the effect before applying it to the bitmap 
image. 


To apply additional effects to a bitmap image, repeat steps 2 through 


You can also... 


Apply the effect to a selected Select an area of the bitmap 

part of the bitmap image, then click Tools > 
Special Effects. Click Inside 
area, then drag the floating 
rectangle over a section of the 
bitmap you want to include in 
the preview. 
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>» Youcanalso... 


Apply the effect to all the parts Select an area of the bitmap 

of the bitmap outside the image, then click Tools » 

selected area Special Effects. Click Outside 
area, then drag the floating 
rectangle over a section of the 
bitmap you want to exclude 
from the preview. 


Saving a Bitmap 


When you save the new bitmap image, you can specify the bitmap file 
format you want (such as .WPG, .BMP, .PNG, or .JPG), the size, 


measuring units, screen resolution, and compression. 
Select the object(s) you want to save as a bitmap. 

1 Click File > Save As. 

2 Click Selected items, then click OK. 


3 Select the bitmap format you want to use from the For type drop- 
down list. 


4 Type the a path and filename in the Name text box to save the 
bitmap file. 


5 Select resolution (size) and number of colors (format). 


Tips 


¢ Selecting fewer bits per pixel savesdisk space, while selecting 
more bits per pixel lets you save with more colors. For more 
information about the controls on the Export dialog box, you 
can click the What’s this icon, then click a control. 


* Corel Presentations assigns the appropriate extension to your 
file (such as .JPG), and saves it in the folder you specified. 


¢ You can also save the entire slide as a bitmap by clicking 
Entire file in Step 3. 
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From Here... 


_ Whatelse 
Changing Object 
Properties 


Changing Font Face, 
Size, and Style 


Moving, Sizing, and 
Shaping Objects 


Look in this manual - Look in Help 


Working with — 


Shapes, p. 397 


Working with Text, 


“Working with — 


Shapes, p.397 
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CHAPTER 41 


Working with Shapes 


Nearly every task you perform in Corel Presentations involves objects. 
Whether you are working with text, lines, Clipart, data charts, or 
bitmaps, objects are the main ingredients in drawings, slides, overheads, 
printed handouts, and on-screen slide shows. Shapes are drawing 
objects you create using the drawing tools on the tool palette, such as 
rectangles, circles, arrows, and lines. 


This section introduces you to the basic skills you need to know when 
drawing objects, and general information about working with all kinds 
of objects. 


Using the Grid, Ruler, Alignment Guides, and Snap to Grid 


With the Grid, alignment guides, and Ruler displayed, you can draw 
and position objects exactly. Alignment guides are lines you drag from 
the Ruler to form guidelines across the drawing window. 
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The Ruler, Grid, and alignment guides do not appear on printed slides 
or drawings. When you use Snap to Grid and Snap to Guides, the 
objects you draw will snap to the grid lines or alignment guides even if 
the grid and guides are not visible. Snap to Grid is on by default. 


| Tips 


Click View >» Grid/Guides/Snap » Display Grid to display the Grid. 
Click View > Grid/Guides/Snap » Display Guides to display 


alignment guides. 


Click View >» Grid/Guides/Snap > Snap to Grid to force objects to 
align with the grid. Snap to Grid is on by default. 


Click View >» Grid/Guides/Snap > Snap to Guides to force objects 
to align with the alignment guides. 


Click View >» Grid/Guides/Snap » Grid/Guides/Snap Options to 
change spacing between grid dots and have the grid lines display at 
the interval you want. 


Click View > Ruler to display the Ruler. 


* To create aligment guides, place the cursor on the Ruler, then 
drag to create and position an alignment guide. 


* To turn off the Grid, the Ruler, Snap to Guides, and Snap to 
Grid, simply choose the option from the View menu again. 


Snap to Guides again. 


; * To clear alignment guides, click View » Grid/Guides/Snap > 
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Shapes 


Corel Presentations includes sophisticated drawing and graphics tools 
that let you create professional-looking logos, designs, and Clipart. Use 
the tool palette to select drawing tools (you can create the same shapes 
by clicking Insert » Shapes, then selecting a shape). The tools are 
divided into categories: graphics, charts, text, closed objects, and lines. 
Simply click the tools in the tool pop-outs to select them. The 
currently selected tool appears on the palette. 


Using the Drawing Tools 


Corel Presentations gives you a wide range of flexible, intuitive 
drawing tools. 


Elliptical Arc 


Use Elliptical Nee on 7 


“| to draw a portion of an ellipse. 


Circular Arc 


Use Circular Arc |& 


Arrow 


to draw a portion of a circle. 


Use Arrow 1 to draw arrows in a variety of shapes and sizes. 


Bézier 


Use Bézier |#2] to create complex objects composed of smooth curves 
and straight lines. 


Circle 


Use Circle 
Closed Curve 


to draw perfectly round circles. 


Use Closed Curve [eo] to draw a solid object with curved lines. 
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Curve 


Use Curve !¥1 to draw a continuous curved line. 
Ellipse 

Te 
Use Ellipse [| to draw ovals and circles. 


Freehand 


Use Freehand b 


mouse pointer. 


to draw lines or figures that follow the path of your 


Line 


Use Line 
Polyline 


to draw straight lines in any direction. 


Use Polyline to draw zigzag lines in any direction. 


Polygon 


ws 


Use Polygon |1 to draw any multi-sided object, such as a triangle or a 
five-pointed star. Regular Polygon lets you quickly draw a polygon with 
any number of equal sides, such as an octagon. 


Rectangle - 


Use Rectangle 4 to draw precise rectangles and squares. 


Regular Polygon 


Use Regular Polygon 1 to draw polygons with regular sides and 
angles, such as hexagons and triangles. 


Rounded Rectangle 


Use Rounded Rectangle 
rounded corners. 


to draw rectangles and squares that have 


Tips 
* To move an object as you draw it, hold down the right mouse 
button while dragging the shape to a new location. 


* To delete an object while you are drawing it, press Esc to 
cancel the drawing. 


* To delete an object already drawn, select the object, then press 
Delete. 
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Selecting Objects 


You must select an object before editing it. (With charts, bitmaps, text, 
or figures, first you select, then double-click to edit.) Selecting is one of 
the most common tasks you perform when working with objects. The 


Select icon 4 is located on the toolbar. 


Side handle 


Corner handle 


Selected object 


1 Click x from the toolbar. 


2 Click an object to select it. 


3 Press the Ctrl key while clicking other object(s) you want to select. 


To deselect objects, click outside the selected object(s) in the 
drawing window. 


¢ Hold down Ctrl while clicking each object to deselect them 
one at a time. 


¢ You can also click Edit > Select for selection options, or right- 
click over the object and click the option you want. 


Moving, Sizing, and Shaping Objects 


Corel Presentations lets you arrange, size, and shape objects quickly 
and easily. 


Moving Objects 


1 Click inside the selected object, then drag the object to a new 
location. 
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Tips 


* You can also use the Spacebar and the arrow keys to move an 
object. This is helpful when you need to edit with precision. 


Place the pointer inside a selected object, hold down the 
Spacebar, then press an arrow key to move the object in the 
direction of the arrow. 


Sizing or Stretching Objects 


Sizing an object makes it larger or smaller while keeping its original 
proportions intact. Stretching an object extends it horizontally or 
vertically. It is best to size text boxes and lines by changing the font or 
adjusting the text box frame while editing the text. 


Original object 


‘_———_ Object sized proportionally 
Object stretched vertically 


1 Select the object. 


2 Drag a corner handle to size the object proportionally. 


3 Drag a side handle to stretch the object vertically or horizontally. 
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Skewing an onech can 


give a sense o 


motion. 


* You can also use the Spacebar and the arrow keys to size an 
object. This is helpful when you need to edit with precision. 
Place the pointer on a handle, hold down the Spacebar, then 
press an atrow key to size the object in the direction of the 
arrow. 


* To size an object from its center, press and hold down the Alt 
key, then drag a handle to size or stretch the object 
proportionally. 


Rotating or Skewing Objects 


You can rotate an object (turn it around a rotation point), or you can 
skew an object (slant it). Skewing an object changes the object’s 
angles, and can make a figure appear to be moving. Rotating an object 
simply repositions the object. 


—— Rotating an object 
changes its 
orientation but not 
its shape. 


Select the object. 
Right-click the object, then click Rotate. 
Drag a side handle to skew the object. 


> ww Se — 


Drag a corner rotation handle to rotate the object, or drag a side 
handle to skew the object. 


Tips 


¢ You can skew both sides of an object at once by holding down 
the Alt key and dragging a skew handle. 


¢ Drag the rotation point to change the center of rotation. 
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Mirroring Objects 


You can make exact, mirror-image copies of objects using the options 
on the Flip submenu. Objects are flipped from the center point and 
mirrored from left to right or top to bottom. 


1 Select the object(s) you want to flip. 
2 Click Graphics > Flip > Left/Right or Top/Bottom. 


Choose the same Flip option again to restore the objects to 
their original positions. 


Press Ctrl while choosing Flip to create a duplicate of the 
objects and flip them, leaving the originals unchanged. 


Select the objects to position them after flipping. 


Adding Depth to an Object 


Use Quick3-D to add depth to an object and to rotate a Quick3-D 
object around the X, Y, and Z axes. 


1 Select an object. 
Click Tools » Quick3-D. 


3 Click the Rotation tab, then select a Rotation option from the 
Rotation palette. 
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Click the Perspective tab, then click Parallel, Linear, or Inverse. 


Specify the depth you want to apply to the object in the Depth text 
box. 


6 Adjust the color setting if you want to lighten or darken the 3-D 
portion of the object. 


Shaping an Object 


You can use QuickWarp to reshape an object into one of several 
special images such as a pennant, crescent, or bow tie. 


corel Corporation 


1 Select an object. 
2 Click Tools >» QuickWarp. 
3 Select the QuickWarp shape you want from the palette. 


Tips 


¢ Click the rectangle shape at the top left of the palette to reset 


the object or text to its original shape before you exit the 
dialog box, or click Cancel. 


Grouping and Separating Objects 


When you create several objects and you want to treat them as one 

object, use Group. Grouping lets you move, size, copy, and apply 

attributes to several objects simultaneously. When you want to edit the 

objects individually, use Separate to return grouped objects into 

individual ones. 

1 Press and hold down the Ctrl key, then click the objects you want to 
select. 


Click Graphics >» Group. 


3 When you want to ungroup the objects, select the object you want 
to ungroup, then click Graphics » Separate. 
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Tips 


* You can also use Separate to straighten contoured text, to edit 
parts of Clipart figures, and to convert a chart into a series of 


geometric shapes. 


Cutting, Copying, and Pasting Objects 


Positioning Objects 


Cut removes a selected object from the active window and places it on 
the Windows Clipboard. Copy places a copy of a selected object on the 
Clipboard. You can paste the cut or copied object into any window or 
application that accepts that type of object. 


1 Select the object. 

2 Click Edit » Cut or Copy. 
3 Click Edit > Paste. 
4 


Drag the pasted object to the location where you want it. 


You can align objects right, left, top, bottom, and center in relation to 
the edges of the page, to a selected area, and to each other. 


When you select a single object, Corel Presentations aligns the item 
relative to the drawing page margins. When you select multiple 
objects, Corel Presentations aligns them in relation to one another. 
The selection handles surrounding the objects define the area in which 
the items are aligned. 


1 Select the object or objects you want to align. 


2 Click Graphics > Align Objects, then click the alignment option 
you want. 


Changing Object Properties 


You can change the properties of an existing object, or you can select 
the properties you want before drawing an object. The term properties 
refers to an object’s fill color or pattern, line width, line color, line 
style, and so on. 
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To change the properties of an existing object, you must first select the 
object. If you do not select an object, the new settings affect each new 
object you create until you change the properties. 


Solid pattern fill ee Pattern fill 
No fill 

Picture fill 
Gradient fill 

Texture fill 


Changing Fill Colors 


Every object with a fill pattern has two colors—a background color and 
a pattern color. An object with a gradient has a background color and 
a gradient color. An object with a texture or picture fill uses a bitmap, 
so you do not need to specify fill colors. 


1 Right-click an object, click Object Properties, then click the Fill 
tab. 


2 Select Pattern 


or Gradient ™ . 


3 Select the fill colors you want to use from the palettes. 


Using Texture and Picture Fills 


A texture is a bitmap file you can use to fill objects. You can use any 
bitmap file as a texture. The texture fills the object by repeating itself 
as many times as necessary. 


1 Right-click an object, click Object Properties, then click the Fill 
tab. 


2 Click Texture a 


3 Select the category of textures or pictures you want to use, then 
select a texture or picture. 


or Picture 21 


Chapter 41 Working with Shapes 407 


You can also select Other File, then specify the bitmap file you 
want to use as a texture or picture. 


Click More Options to choose how the texture or picture will 


fill the object. 


From Here. . . 


What else Look in this manual Look in Help 


Creating Data 
Charts 


Creating Bitmaps Working with 


Creating Bulleted 
Lists 
Creating Text Areas 


Creating 
Organization Charts 


Adding Clipart 
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CHAPTER 42 


Working with Text 


Words are often the best way to get your point across to your audience, 
and with Corel Presentations you can create slides with single lines of 
text or entire paragraphs. When you are creating or editing a text box 
or line, you can widen it by dragging its borders, and click menu 
options to control the appearance, content, and layout of the text. 


When you click outside of a text object, you can size and move it as 
you would any other drawing object. When you size text by selecting 
and sizing it as an object, it expands and contracts like a drawing 
object. 
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Creating Text Objects 


You can create single text lines or text boxes that might contain 

several paragraphs. In a text box, the text wraps at the edges of the 
area you define, but it does not wrap to another page. In a text line, 
the text goes from where you clicked to the right margin and stops. 


1) Click on the toolbar to create a text box or on the toolbar 
to create a single line of text. 
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2 Drag the area to the width you want, or click once to start an area or 
line that goes from where you clicked to the right margin. 


3 Select the font and type size you want to use from the Font and Size 
drop-down lists on the Property Bar. 


4 Type or retrieve your text. 


Click outside of the text box or line, or select another tool, to close 
it. 


Tips 


¢ Text lines do not get larger as you type more text; they simply 
cut the text off at the right edge of the text line. 


Sizing Text Boxes 


When you create a text box, it appears as a single line; however, as you 
type text, the text box expands downward to accommodate the 
amount of text you type. The right and left edges of the text box do 
not change automatically, and text boxes cannot wrap onto another 
page. 

] To extend a text box without distorting the text, double-click the 
text box, move the pointer over the edges of the text box until it 
changes to the resize pointer, then drag the edge to the size you want 
it. 


Tips 


e After you create text, it becomes an object that you can size, 
skew, and move as you would a drawing object. When you size 
or skew text this way, it expands and contracts like a drawing 
object, and prints as a drawing object as well. 


Importing Text 


Instead of typing your text, you can import text files into Corel 
Presentations from Corel WordPerfect and many other applications. 
When you import text in a text line or text box, the imported text 
begins at the insertion point. 


1 Click Insert > File. 


2 Select the file you want to import, then click Insert. 
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3 Select the correct file format from the Convert File Format From 


drop down list, then click OK. 


Tips 


* To view a list of the file formats your version of Corel 
Presentations supports, create a text line or text box, click File 
> Save As, then scroll through the formats listed on the For 
Type drop-down list. To see a full list of supported formats, see 
the For Type list in Corel WordPerfect. 


Editing Text 


When you are working with text in Corel Presentations, you can use 
many of the same text editing features you use in Corel WordPerfect. 
For example, Corel Presentations allows you to select a block of text, 
change fonts and point sizes, and check for misspelled words. 


1 Select the text box or text line you want to edit in the drawing 
window, then double-click it. 


2 Edit the text just as you would in Corel WordPerfect. 


Movement Keys 


You can position the insertion point in a text line or text box by 
clicking the mouse, or you can use the following movement keys: 


Left one character: Left arrow 

Right one character: Right arrow 

Up one line in a text box: Up arrow 

Down one line in a text box: Down arrow 

Left one word: Word Left (Ctrl+Left arrow) 

Right one word: Word Right (Ctrl+ Right arrow) 
Beginning of Line (after codes when Reveal Codes is off): Home 
End of Line (after codes when Reveal Codes is off): End 
First line of text in a text box: PgUp 

Last line of text in a text box: PgDn 

Before all codes in a text box or text line: Ctrl+ Home 


After all codes in a text box or text line: Ctrl+ End 


Editing Keys 


You can use editing keys to change text in a text line or text box: 
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Backspace: Deletes character to the left of the insertion point 
Delete (Del): Deletes character to the right of the insertion point 


Insert (Ins): Toggles between Insert Mode and Typeover Mode 


Tips 


* Click in a blank area of the window to end the editing session. 


¢ When you drag to select text, Corel Presentations helps you 
highlight entire words. To highlight individual letters, press 
and hold the Alt key while selecting text. You can also turn off 
automatic word selection by clicking Tools » Settings > 
Environment > Options tab, then deselecting Automatically 
select words. 


You can also place the insertion point in a word, then change 
the font, size, properties, and appearance of the word without 
selecting it. 


Changing the Way Text Looks 


Corel Presentations gives you the freedom to change the font, 
appearance, and even the color and fill of any text in your slide show. 
Choose a font that fits your audience and the message you are giving. 
You can also choose colors that complement or contrast with the 
backgrounds of your slides, or even a different color for titles and 
subtitles, to make your slide easier to read. 


s 


The Sample box gives you an idea of what your changes will look like 
when you apply them. (Fill variations are more noticeable on large font 
sizes.) 


Consectetuer Adipscing elit, sed diam nonummy 


Nibh eusimod tinctipunt ut laoreet magna aliquam erat 
volupat. Ut wisi enim ad minim veniam quis nostrud 
exerci tation ull amcorpor susciptit lob orrtis. 
Nise ut dlipguip ex ea cominode conseguat, Duis 
autem vel eum irire dolor in henfadre iti: in.—Carewm 
Velodator 
Consequa velilum dolore et accumsan et lusto odio 


dignissim qui blandit praesant. Ludatum azril defenit 
augue duuis dolore te feugat nulla Lorem. 
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Changing Font Face, Size, Style, and Appearance 


You can change font face, size, and style before you type, or apply your 
changes to a block of text after you have finished typing. You can also 
use different fonts in an individual text line or text box. Keep in mind 
that italics can be difficult to read on a screen or overhead. Be careful 
to use font changes sparingly. One change may add emphasis, but using 
too many can clutter your slide and confuse your audience. 


Lorem Ipsum Dolor Sit Amenti 


Nibh eusimod tinctipunt ut laoreet magna“”™ erat 
volupat. Ut wisi enim ad minim veniam quis nostrud 
€XETCli aon Ull amcorpor Susciptit loborrtis. 


Nise ut alipquip ex ea commode consequat. Duis 
yutem vel eum irire dolor in henfdreitu in. 


Consequa velilum dolore et accumsan et lusto odio 
dignissim qui blandit praesant. Ludatum azril defenit 


augue duuis dolore te feugat nulla Lorem. 


1 Double-click the text box or text line you want to change. 


2 Place the insertion point where you want to type text with a 
different font. 


Right-click the text, then click Font. 


Click the Font tab, then select a Font face, size, appearance, and 
style. 


5 Select Use as default to make the currently selected font face, size, 
and style selections the default for all new drawings or slide shows 
you create. 


> Youcanalso... 


Change specific words or phrases Select a block of text, click 


to a different font Format > Font, then select a 
Font face, size, appearance, and 
style 

Change a single word without _ Place the insertion point in a 

selecting it word, click Format > Font, 


then select a Font face, size, 
appearance, and style 
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Tips 


* To change text attributes quickly, right-click the text, then 
click Bold, Italic, Underline, or Normal. 


You can select a text line or text box to change all the text in 
that area or line to another font without double-clicking it for 
editing. 

You also can place the insertion point in a word, then change 
the appearance of the word without selecting it. 


Changing Font Colors 


You can choose different text colors before you type, or apply the 
properties to a block of text you have selected. You can also choose aa 
gradient fill for your text. A gradient fill shades text gradually from one 
color to another. When you fill your text this way, Corel Presentations 
treats the letters as graphics, which may slow down printing. If you 
print the slide show with a monochrome printer, the text will appear 
gray or black instead of colored. 


COREL 
COREL 


1 Place the insertion point where you want to type text with different 
properties, or select the block of text you want to change. 


2 Right-click the text, then click Font. 


3 Select the color you want from the Text color palette, or click the 
Fill Attributes tab to choose a gradient fill. 


Tips yo 


* You can select a text line or text box to change all the text in 
that area or line to another font without double-clicking it for 
editing. 


¢ You can place the insertion point in a word, then change the 
appearance of the word without selecting it. 


Changing the Outline Width and Color 


You can change the color and the width of lines around characters, or 
remove the outline entirely. 


1 Place the insertion point where you want to type text with different 
properties, or select the block of text you want to change. 


2 Right-click the text, then choose Font. 
Click the Outline tab, then select a Line color. 


Click a line width. (You can also specify a line width in the Width 
text box.) 


5 To remove the outline around the characters, select no outline. 


¢ You can select a text line or text box to change all the text in 
that area or line to another font without double-clicking it for 
editing. 


* You can place the insertion point in a word, then change the 
appearance of the word without selecting it. 


Formatting Text Boxes and Lines 


You can easily add a variety of formatting options to any text box or 
text line in your slide show, including indents, line spacing, and 
justification. 


Changing Line Spacing 


You can set the distance between lines of text in a text box by 
specifying the number of blank lines you want to insert after each hard 
or soft return. 
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3 
4 


Select, then double-click the text box or text line you want to 
change. 


Place the insertion point where you want to change the line spacing, 
or select the block of text you want to change. 


Click Format > Line » Spacing. 


Specify the spacing you want in the Spacing text box. 


Indenting Paragraphs 


Use indents to arrange and emphasize lines and paragraphs of text in a 
text box. While you usually indent at the start of a paragraph, you can 
apply an indent to all text to the right of the insertion point. 


Single line of text centered 


Single line of text aligned 


flush right 
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Indented paragraph 


2 
3 


sy 


Place the insertion point in the text where you want the indent to 
begin. 

Click Format > Line. 

Click Indent. 


Centering a Text Line 


Center lets you align one line of text between the left and right edges 
of a text box or text line. You can center part or all of a line, but the 
centering stops at the next hard or soft return. 


] 


2 


Place the insertion point at the beginning of the text line you want 
to center. 


Click Format > Line >» Center. 


Left justification 


Tips 


¢ To center more than one line, use Center Justification. 


Right-Aligning a Text Line 


Flush Right lets you align the end of a line of text at the right edge of a 
text box or text line. You can apply flush right to all or part of a line, 
but the alignment stops at the next hard or soft return. 


1 Place the insertion point at the beginning of the text you want to 
right align. 


2 Click Format > Line > Flush Right. 


Tips 


¢ To move more than one line to the right margin, use Right 
Justification. 


Justifying Text 


Use the Justification options to position text lines and paragraphs right, 
left, or center in relation to the sides of a text box. When you justify 
text, the settings affect each new line of text in the current text box 
until you change them. 


Center justification 


Right justification 
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1 Place the insertion point in the line of text where you want the 
justification change to begin. 


2 Right-click the text, click Justification, then click Left, Right, or 
Center. 
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Tips 


¢ To center or right-justify a single line of text, click Format » 


Line > Center or Flush Right. 


Finishing a Text Box or Text Line 
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When you have finished typing and formatting your text box or text 
line, you can give it a final quality check. Because each text box and 
text line is an independent object, you need to check each one 
separately. You can also check the overall presentation in the Outliner 
if you are using layout placeholders to contain your text. 


Checking for Misspelled Words 


You can check the spelling of a selected word, or the entire text box or 
text line. If Spell Check cannot locate a word in the dictionary, it 
displays that word and may suggest similar words as possible 
replacements. 


1 Double-click the text box or text line you want to change. 


2 Place the insertion point in the.word you want checked, or 
anywhere in the text you want checked. 


Click Tools > Spell Check. 


You can select the correctly spelled word in the Suggestions list box, 
then click Replace, or use any other Spell Checker option. 


Using QuickCorrect™ 


Use QuickCorrect™ to automatically replace your common spelling 
errors and incorrectly typed words, or to expand abbreviations. For 
example, if you frequently type “frmo,” you can have the word 
automatically replaced with “from” without having to stop and correct 
the word. 


You can also use QuickCorrect to match open and close quotes (called 
Smart Quotes), and to correct initial double uppercase and spacing 
errors. Corel Presentations provides a list of some commonly 
misspelled, mistyped, or abbreviated words. You can also add hundreds 
of your own words for QuickCorrect to replace. 


When you type text that is identical to the complete misspelled or 
abbreviated word in QuickCorrect’s list, it is automatically replaced 
with the correct or expanded text when you press the Spacebar. 


1 Click Tools > QuickCorrect. 


2. If the feature is note activated already, select Replace words as you 
type. 
3 Click Options to select QuickCorrect features. 


Finding Synonyms and Antonyms 


Corel Presentations comes with an extensive Thesaurus that gives an 
ample set of synonyms and antonyms. When the Thesaurus displays 
alternatives for a word, they are arranged as headwords, references, 
and subgroups. 


You can search for a headword in the Thesaurus. Words listed under 
headwords are divided into nouns (n), verbs (v), adjectives (a), and 
antonyms (ant) and are called references. A reference marked with a 
bullet (*) is a headword that displays other references when you select 
it. References may also be divided into subgroups that correspond to 
different meanings of the headword. Subgroups appear under the 
headwords. 


1 Move the insertion point to the word you want to look up. 
2 Click Tools > Thesaurus. 


3 Select any of the Thesaurus options. 


Checking Grammar 


You can use Grammatik® to proofread your text (in a text line or area, 
a bulleted list, the Outliner, and so on) for spelling, grammar and 
punctuation errors, and style flaws. You can also create custom writing 
styles and rules for your specific types of writing. For more information 
about using Grammatik, please consult Grammatik Help. 


Special Text Effects 


You can make your text much more exciting and dramatic by 
contouring, editing, overlaying, shaping, and warping it. 
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Text line 


Contouring Text 


Use Contour Text to shape text to the contour of a drawing object. 
When you contour text, the text wraps around the outline of the 
drawn object. 


Curved line 


Te&t Ave ao eS Text contoured 
fe A fo the curve 
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1 Select a text line or text box. 


2 Press Ctrl, then select the object to which you want the text to 
contour. 


Click Tools » Contour Text. 
Select a text position from the Position drop-down list. 


Select Display Text Only to make the object disappear, leaving the 
text contoured around its border. 


Tips 


¢ You can reverse the action of Contour Text by using the 
Separate feature on the Graphics menu. Separate restores the 
drawing object and the original text line or text box. 


If the text is too long to fit the object, separate the object and 
text, resize the object or change the font size of the text, then 
contour the text again. 


Adding Depth to Text 


Use Quick3-D to add depth to a text box or text line and to rotate a 
Quick3-D object around the X, Y, and Z axes. Once you apply 
Quick3-D to text, the text becomes a drawing object. 


1 Select a text box or text line. 


2 Click Tools >» Quick3-D. 


3 Click the Rotation tab, then select a Rotation option from the 
Rotation palette. 


4 Click the Perspective tab, then click Parallel, Linear, or Inverse. 


Specify the depth you want to apply to the object in the Depth text 
box. 


6 Adjust the color setting if you want to lighten or darken the 3-D 
portion of the object. 


Shaping Text 


You can use QuickWarp to reshape a text box or text line into one of 
several special images such as a pennant, crescent, or bow tie. Once 
you apply QuickWarp to text, the text becomes a drawing object. 


corel Corporation 


1 Select a text box or text line. 
2 Click Tools » QuickWarp. 
3 Select the QuickWarp shape you want from the palette. 


Tips 


* Click the rectangle shape at the top left of the palette to reset 
the text to its original shape before you exit the dialog box. 
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Exporting Text 
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Using TextArt® 


Use TextArt® to transform words into designs. You can use multiple 
lines of text, rotation options, and so on to create interesting logos, 
decorations, signs, and much more. 


Click Insert » Graphics » TextArt. 
Type the text. 


Choose shape, font, pattern, and outline options. 


> &© PO =~ 


Click Close to put the TextArt design on your drawing or slide. 


You can create text and save it in a different text format if you want to 
use it in another document or application. If you do not specify a 
different format, Corel Presentations saves the text in the Corel 
WordPerfect 6.1-8 format. 


1 Select and double-click the text you want to save in a text box or 
text line. 


2 Click File > Save As. 


3 Type a path and filename for the text file in the Filename text box, 
select the text format you want from the For type drop-down list, 
then click Save. 


Tips 


¢ If you want to use the text box or text line in another slide, 
simply copy and paste the entire object instead of exporting 
the text and re-importing it. 


From Here... 
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CHAPTER 43 


Additional Presentation 


Ideas 


Use Corel Presentations to create a wide variety of graphical 
documents, including both HTML and Corel® Barista™ slide shows. 
Follow these step-by-step guidelines for sharing information between 
applications, creating self-running, interactive, and multimedia slide 
shows, as well as creating your own customized slide show masters. You 
can also share information between Corel Presentations and both 


Corel WordPerfect and Corel Quattro Pro. 


Publishing Slide Shows in Web Formats 


Share your ideas with the world in less time and with less effort using 
Corel Presentations Internet publisher and Corel® Barista®. 


¢ Easily export new or existing Corel Presentations slide shows to 


a web page format (HTML or Java™) for publishing on the 
World Wide Web. 


¢ Internet users around the world can view your slide show on the 
web, with or without a copy of Corel Presentations on their own 
computer, and without the use of a special viewer. 


* Select a web page arrangement option, and the color of web 
page text, background, and hyperlinks. 


¢ Automatically generate a separate, hyperlinked table of contents 
page and/or a “Go to Slide” bar for each page. 


¢ Include any speaker notes you have prepared for a slide. 


¢ Easily create framed web pages for enhanced viewing in the 
Netscape Navigator™ 2.0 and above or Microsoft Internet 
Explorer browsers. 

¢ Enjoy full support and integration with Internet Publisher in 
Corel WordPerfect. Just open your web slide show in Corel 
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WordPerfect for quick access to a variety of in-depth, easy-to- 
use HTML authoring and editing tools! 


Publishing a Slide Show to the Internet in HTML 


When you publish a new or existing slide show to the Internet, each 
slide is converted to a JPEG, GIF, or PNG image and placed in one or 
more HTML (HyperText Markup Language) files with a .HTML 
extension. How many HTML files you get depends on the page 
arrangement option you select. Each HTML file created represents a 
single web page that your readers will view on their Internet browsers. 


You can add a variety of navigation and slide information options to 
each web page including page numbers, page titles, a Go to Slide bar, 
speaker notes, and a link to the slide show’s table of contents page. 


1 Open an existing slide show or create a new one that you want to 
convert to a web document. 


2 Click File » Save to save your slide show. 
Click File > Internet Publisher > Publish to HTML. 


Click the page layout option you want to use. You can use an 
existing layout or create your own, then click Next. 


5 Type a document title for the entire document. The text will appear 
in the title bar area of your reader’s browser. 


6 Specify a directory and folder path for the files, then click Next. 
7 Choose a look for the slide show pages, then click Next. 


8 Select the navigation and information options you want to use, then 
click Next. 


9 Type in the footer information you want to include, then click Next. 


10 Choose the display options and graphic file type you want to use, 
then click Next. 


11 Select the color and background options you want to use, then click 
Next. 


12 When you have made your choices, click Finish. 
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Tips 


* To preview your web slide show, just open the HTML file 
(.HTM) in a browser such as Netscape Navigator. 


¢ Ifyou want to create an option on the web page(s) that allows 
your readers to automatically download the slide show to their 
desktop, launch Presentations, play the slide show, then select 
Include slide show file for downloading. 


* QuickLinks that play a sound clip, or go to another slide or an 
Internet address, are fully supported when you publish your 
slide show to the Internet. Readers just click the QuickLink to 
trigger the event. QuickLinks that launch programs do not 
work over the Web. 


Publishing a Slide Show with Corel Barista 


Use Corel Barista to publish rich documents for display in a Java 
window on the World Wide Web. You can publish to Corel Barista 
from within Corel Presentations with all formatting intact. A Java- 
enabled Web Browser can also display elements such as graphical 
backgrounds and text contoured around an object. 


1 Click File » Send To > Corel Barista. 
2 Specify the file you want to publish. 


3 Specify whether you want the pages published to a single file or 
separate files. 


4 Click Publish. 


Creating an Interactive Slide Show 


An interactive slide show lets you instantly display any slide in the 
show, display many types of files, open other applications, or even jump 
out to Internet sites. You can also create interactive slide shows 
containing information that people can find for themselves by clicking 
areas on the slides. 


As you create an interactive slide show, keep its purpose in mind. A 
presentation you plan on giving will have a wider variety of 
interactivity than one you intend to set out for public use. After you 
create your slide show, you will use QuickLinks and QuickKeys to 
make it interactive. 


A QuickKey™ is similar to a QuickLink; both can launch the same type 
of events or actions described above. However, the main difference is 
how they are attached to a slide and how you activate them during 
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slide show playback. A QuickKey is attached to the entire slide or slide 
show and is activated when you press an assigned keystroke. A 
QuickLink, however, is attached to a single object on a slide (such as a 
Clipart figure, bitmap image, or a drawing) and is activated when you 
either click the object or press an optional assigned keystroke. 


1 Click File >» New. 


2 Click the Create a New... tab, click the Corel Presentations 
category, then double-click Interactive Slide Show. 


3 Click Format » Master Gallery, select a category, then double-click 
the master you want to use for the slide show. 


4 Fillin the title, subtitle, text, and chart areas of each slide. You can 
add slides, delete slides, and customize any slide to suit the type of 
presentation you need to make. 


5 Ifyou want to customize the look of the slide show, add Clipart, 
bitmaps, data charts, and any other elements you want to include. 
These are the objects you can attach QuickLinks to. 


6 Right-click the slide, click Transitions, add the transitions you want 
to use, click the Advance tab, then select Manually in the Advance 
to next slide group box. 


7 Click File » Save As, then typé-a path and filename for your slide 
show before you begin adding interactivity. 


Adding QuickLinks 


A QuickLink is an object on a slide with an action or event attached 
to it. Any slide object that is not part of the slide's layout layer can 
have a QuickLink attached to it. Just click an object, such as a Clipart 
figure, a bar chart, a pie chart, a drawing, or some text, then attach an 
event to it. 


You can also create QuickLinks by drawing your own object (such as a 
three-dimensional button with text) and saving it. Then, you simply 
retrieve the drawing into a slide and attach an event to it. The 
textbttn.wcm macro included with Corel Presentations makes it easy 
for you to create a professional-looking button instantly. 


Launching a Program 
1 Move to a slide, like Financial Information, where you would 
want to bring in detailed spreadsheets or other types of files. 


2 Click Tools » Macro » Play, double-click textbttn.wem, then 
type the text you want to appear on the button. 


Size and position the button on the slide. 
Right-click the button, then click QuickLink. 
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5 Click Action in the Event/Action group box, select Launch 
Program, then specify the program you want to open when you 
click the button. 


6 Type aname from the QuickLink, then click OK. 


Jumping to a Web Site 
1 Move to a slide, like Stock Information, where you would want 
to bring in up-to-the-minute information from the Internet. 


2 Click Tools » Macro » Play, double-click textbttn.wem, then 
type the text you want to appear on the button. 


3 Size and position the button on the slide. 
4 Right-click the button, then click QuickLink. 


5 Click Action in the Event/Action group box, select Internet 
Browser, then specify the URL you want to open when you click 
the button. 


6 Type aname from the QuickLink, then click OK. 
Adding Invisible QuickLinks 


You can add QuickLinks to objects on the layout layer of your slides by 
using drawing objects (rectangles, circles, and so on), then making 
them invisible. You can put invisible QuickLinks anywhere on the 


slide. 
1 Click the drawing tool you want to use on the toolbar. 


2 Draw a shape, then move and size it to fit over the area of your slide 
where you want the QuickLink. 


Right-click the object, then click Object Properties. 
Click the Fill Attributes tab, select no fill, then click OK. 
Right-click the object, then click QuickLink. 


Click Action, then select the option you want from the drop-down 
list. 


co UN SS W& 


7 Select Invisible while playing slides to make the QuickLink object 
transparent when you play the slide show. 


Adding QuickKeys™ 


QuickKeys let you trigger an event (launch an application, play a 
sound file, or move to another part of the slide show) by pressing a key 
on the keyboard. You can assign any number of QuickKeys to a slide. 
When using QuickKeys, you need to advance your slides manually 
(mouse click or keystroke). The sample slide show uses QuickKeys to 
move from general slides to slides containing more specific data, and to 
allow you to jump from the summary back to the information and back 
again. 
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1 Right-click the slide, then click QuickKeys. 


2 Select the keystroke you want to use for the QuickKey from the 
Keystroke list. 


Click Go to, then select the slide you want this keystroke to display. 


Select Apply to all slides in the slide show to assign the QuickKey 
and its accompanying action to all slides in your slide show. This lets 
you go to the slides you have assigned keystrokes to from anywhere 
in the show. 


5 Repeat steps 2 through 4 for each QuickKey you want to use in the 
slide show. 


6 When you have finished adding all the QuickLinks and QuickKeys, 
click File » Save to save your slide show. 


7 Click View » Play Slide Show. Click the QuickLinks and press the 
QuickKeys to test them while you practice presenting your 
information. 


Tips 


¢ During a slide show, you can find the location of invisible 
QuickLinks easily by moving the arrow cursor over the screen. 
The location where the arrow cursor changes to a hand 
pointer is the “hotspot” where the QuickLink is located. 
QuickLinks, whether visible or not, will always change the 
arrow cursor to a hand pointer. 


You can also attach a keystroke to a QuickLink object. This 
provides you with a second method for activating a 


QuickLink. 


Creating a Self-running Slide Show 


A self-running slide show gets your message across without you having 

to be there. You can use a self-running slide show to sell your products, 
pass along information, or simply entertain customers enough that they 
want to know more about your business. 


The slide show should be eye catching, with lots of animation and 
interesting content to capture the audience’s attention. It should also 
contain useful information—people will not pay attention to even a 
very well-animated slide show once they realize it has nothing to say. 


As you create your slide show, be sure to run it several times to get the 
pauses exactly right on each screen. You do not want to leave your 
readers behind by changing from one slide to the next too quickly, but 
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you also do not want to make them stand around waiting for the next 
slide to appear—because chances are, they will leave. 


1 Click File >» New. 


2 Click the Create a New... tab, click the Corel Presentations 
category, then double-click Self-Running Slide Show. 


3 Click Format >» Master Gallery, select a category, then double-click 
the master you want to use for the slide show. 


4 Fill in the title, subtitle, and text areas of each slide. 


If you want to customize the look of the slide show, add Clipart, 
bitmaps, data charts, and any other elements you want to include. 


6 Select the first object you want to animate. This can be a Clipart 
image, bitmap, data chart, bulleted list, text area, or any other 
element in your slide show. (You cannot apply animations to 
organization or data charts that are part of the slide layout.) 


Right-click the object, then click Object Animation. 


Select the type of animation effect you want to apply to this object, 
the speed, and the direction if necessary, then click OK. 


9 Click each object you want to animate, and repeat steps 7 and 8. 


10 If you have more than one animated object on a slide, you can 
dictate the order in which they appear. Right-click the object, then 
click Object Animation. Specify the order in which you want the 
objects to animate by giving each a number in the Object display 
sequence list. 


11 Right-click the slide, then click Transition. Select the transition you 
want to use between this slide and the next one, the speed, and the 
direction if necessary. You can apply the same transition to all the 
slides in your slide show by selecting Apply to all slides in the slide 
show. 


12 Use the arrow buttons at the top of the dialog box to move to the 
next slide, and choose a transition for it. 


13 Since you want the slide show to run by itself, click the Display 
Sequence tab, select After a delay of and specify the number of 
seconds you want the slide to display. 


14 Under the heading Display animated objects, click Using display 
method to display the animated objects in a timed sequence, then 


click OK. 


15 Click View > Play Slide Show to see your slide show. Pay attention 
to how long it takes for you to read each screen, then modify the 
Advance times accordingly. 
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16 The last time you play your slide show, select Repeat slide show in 
the Play Slide Show dialog box. This will let your show run 
continuously until you press Esc. 


17 When you have the time, animations, transitions, and sequences the 
way you want them, click File » Save to save the slide show. 


Now you are ready to set up the slide show to play without you being 

there. 

18 Click File » Show on the Go. Follow the steps to copy the slide 
show file and necessary runtime files to a floppy disk so you can run 
it on a computer even if it does not have Corel Presentations 
installed. 


19 Insert the floppy disk into the drive of the computer you will be 
running your slide show on. 


20 Click Start » Run from the Windows 95™ Taskbar, select the name 
of the self-running slide show file (EXE), then click OK. 


21 Stop the slide show at any time by pressing Esc. 


Tips 


<< 


¢ To properly play a runtime slide show (which includes sound 
files) on another computer, a sound card capable of playing the 
type of sound files used in the slide show must be installed on 
that computer. For example, if you create a runtime slide show 
with .WAV files in it, the computer you play it on must be 
capable of playing .WAV files. 


Creating a Multimedia Slide Show 


Adding sound, animations, and audio-visual files can help make your 
presentations more interesting. Corel Presentations lets you add Wave, 
MIDI, and CD sound files, as well as video clips and animations. You 
can also record your own voice to create a voice-over for self-running 
slide shows or demonstrations, or loop a music file to give a running 
soundtrack for your presentation. 


As you add multimedia elements, remember that while a few effects 
can make your slide show more effective, too many can distract the 
audience, or annoy them so much they tune you out. 


1 Click File >» New. 


2 Click the Create a New... tab, click the Corel Presentations 
category, then double-click Multimedia Slide Show. 
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3 Click Format > Master Gallery, select a category, then double-click 
the master you want to use for the slide show. 


4 Fillin the title, subtitle, text, and chart areas of each slide and select 
transition and display options for your slide show. You can add 
slides, delete slides, and customize any slide to suit the type of 
presentation you need to make. 


5 Click File » Save As, then type a path and filename for your slide 
show before you begin adding multimedia elements. 


6 Move to the first slide, right-click, then click Sound. 


Click in the MIDI text box, then specify the sound file you want to 
use as an introductory theme. Use the arrow buttons at the top of 
the dialog box to move to the blank slide at the end of the slide 
show, and specify the same MIDI file to end the presentation. 

8 Select the first slide from the drop-down list at the bottom of the 
dialog box, click in the Wave text box, then select a short sound file 
to signal the start of each slide. Select slides from the drop-down list 
to assign a sound file to each slide in the slide show. 


9 Move to the second slide, then click Insert » Object. Click Create 
from File, then specify the name of the .AVI file you want to use to 
get the presentation going. 


10 Click Display As Icon, then click OK. Size and position the .AVI 
file so that the video clip plays where you want it to. 


11 Right-click the icon, click OLE Play Settings, then click Hide while 
not playing and When click on object. This makes the video clip 
icon invisible when you play the slide show, and lets you choose 
when to play it by clicking it. 


12 Right-click the bulleted list on the First Point slide, click Object 
Animation, choose an animation effect, then click Apply to All to 
animate all the bulleted lists in your slide show. 


13 Move to the Conclusion slide to add an invisible QuickLink 
attached to a sound file to the last slide. 


14 Click the rectangle tool on the tool palette, then draw a rectangle 
around the text on the Conclusion slide. 


15 Right-click the rectangle, then click Object Properties. 
16 Click the Fill Attributes tab, select No Fill, then click OK. 
17 Right-click the object, then click QuickLink. 


18 Click Action, select Play Sound from the drop-down list, then click 
Sound. 


19 Click Wave, select the APPLAUSE.WAV file, then click OK. 


20 Give this QuickLink a name (for example, “Applause”), then click 
Invisible when playing slides. 
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21 Click File » Save, then click View > Play Slide Show to play your 
multimedia slide show. 


Tips 


¢ You can find invisible icons and QuickLinks on a slide by 
running your mouse cursor over the area where you put them. 


The cursor’s pointer changes into a hand when it is over an 
icon or QuickLink. 


Creating Your Own Masters 


A slide show master consists of one or more backgrounds and a set of 
layouts which you can use to create your own slide shows. Making a 
master includes two different processes: creating a background and 
creating layouts. 


To use your new master, just create a new slide show or open an 
existing slide show, go to the Master Gallery, then select your master 
from the appropriate category. 


Creating Backgrounds 


You can choose a page color, page size, and margins for the 
backgrounds in the new master. Any object you add to the background 
will appear in your slides. You can have as many backgrounds as you 
want to use in a master. 


1 Click File >» New. 


2 Click the Create a New... tab, click the Corel Presentations 
category, then double-click Blank Slide Show. 


Click Edit » Background Layer. 
Click Edit » Clear >» Master > OK. 


5 Click Edit » Rename Background, type a name for the background 
in the Name text box, then click OK. 


Right-click the background, then click Page Setup. 


Add a page color (gradient, pattern, texture, or picture), Clipart 
images, a company logo, and other items you want on the 
background of your slides. 

8 To create another background, click Insert » New Background, 
type a name for the background, then click OK. Build this 
background like you did the first one. 


9 Click File > Save. 
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10 Go to the Masters category folder (such as 35mm, Color, or 
Printout) where you want to save the new master. 


11 Select MST from the For type drop-down list. 
12 Type a name for your new master in the Name text box, then click 


OK. 
Creating Layouts 


The first layout you assign a background to becomes the sample 
template that automatically appears in the Master Gallery. You may, 
therefore, want to first create a “Title of Show” layout similar to those 
seen in the Master Gallery, then create your remaining layouts. 


1 Click Edit >» Layout Layer. 
Click Edit >» Rename Layout. 


2 
3 Type a name for the layout, then click OK. 
; 1 ; 


Click (=) HL) orl] from the toolbar, then click in the window to 
add a placeholder to your layout. 


) 


5 Create each basic element of your layout. Give your data charts, 
organization charts, text areas, and bulleted lists a color scheme that 
harmonizes with the background colors and the theme of your slide 
show. 


6 Select, size, and position each element on your layout for easy 
viewing. 


7 Click Format > Assign Background, then select the layout in the 
list box. 


8 Select a background from the Available backgrounds drop-down 
list, then click OK. 


9 Click Insert » New Layout, specify a name for the next layout, then 


click OK. 


10 Repeat steps 3 through 9 to create additional layouts with other 
types of charts. 


11 Click File > Save. 


Chapter 43 Additional Presentation Ideas 437 


Tips 


¢ The title, subtitle, bulleted list, and text area are all separate 
bulleted list placeholders. You will need to set the properties 
for each of them separately by right-clicking, then clicking 
Bulleted List Properties. 


After you have created a new master, you can use the same 
techniques to edit the backgrounds and layouts in the pre- 
designed masters. Click File » Open, then select a master file. 
You can add, delete, and edit any background or layout in the 
master file. 


Sharing Information with Other Applications 


Because the applications in this suite are so well integrated, you can 
easily share objects, files, and data between them. 


Publishing Notes to Corel WordPerfect 


Use Publish to WP to send speaker notes and slides from Corel 
Presentations to Corel WordPerfect. You can then take advantage of 
Corel WordPerfect’s superior text-handling capabilities to format the 
information as you would in any Corel WordPerfect document. You 
can position the slides above or beside the notes. You can also save the 
text in the Outliner as an outline in a Corel WordPerfect document. 


Importing Data from Corel® Quattro® Pro 


You can import all or part of a spreadsheet or text (ANSI or ASCII) 
file from many other applications into a chart in Corel Presentations. 
The imported data will overwrite any existing data in the Datasheet. 
You can also import any charts saved with a spreadsheet, along with 
the data and attributes, by choosing them from the list of range names. 


If you do not want to import all of the data in the spreadsheet file, you 
can import parts of the data, called ranges. A range is a rectangular 
region in a spreadsheet file defined by the cell in the upper-left corner 
and the cell in the lower-right corner. Use a colon to separate the cell 
coordinates. For example, to import the blocked range in the Corel 
Quattro Pro file below, you would specify Al:E8. 
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re 1 94 Explorer 


Mileage 
Fuel (gal) 37.82 B16 83.19 116.19 
Reimbursement 294.56 236.32 191.24 266.44 
MPG 
APPG 
Total out-of pocket isase Visa sae 7a 


If a spreadsheet you are importing contains named ranges, the range 
names and their coordinates appear in the Import Data dialog box, and 
you can choose a range name to import instead of specifying 
coordinates. 


1 Select the cell in the Datasheet where you want to begin importing 
the spreadsheet data or text file. 


Click Data > Import. 


3 Specify the filename of the data file (spreadsheet or text) you want 
to import. 


4 Select a data type from the Data Type pop-up list (Spreadsheet, 
ASCII, or ANSI). 


5 Select Link to spreadsheet to link the imported data to the chart so 
that your chart will reflect any updates you make to the original data 


file. 


6 Select Import at current cell to insert the data beginning at the cell 
you selected in step 3 above. (Otherwise, the data will be inserted at 
the top-left cell of your Datasheet.) 


Select the other options you want to apply to the chart. 


8 Ifyou want to import a graph saved with the spreadsheet, import the 
graph by selecting it from the list of range names in the Named 
Ranges list box. 


Tips 


e When you import a graph, Corel Presentations includes the 
graph data as well as the graph attributes, such as fill color, fill 


pattern, title, and legend. (Consult your spreadsheet 
application manual for information about creating and saving 
a graph with your spreadsheet file.) 
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From Here... 


What else 


Creating Data 
Charts 


Creating 
Organization Charts 


Creating Bulleted 
Lists 


Adding Clipart 


Moving, Sizing, and 
Shaping Objects 


Adding a Slide 


Transition 


Adding a Cascade 
Effect to Bullets 


Advancing Slides 


Editing Slides in the 
Slide Editor 
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Look in this manual. 


Working with Data 
Charts, p. 331 


Working with © 
Organization Charts, 
p. 393 


Working with _ 
Bulleted Lists, p. 367 


Working with 
Clipart, p-377 


Moving, Sizing, and 
Shaping Objects, p. 


Creatin&Slide 


Creating Slide 
Shows, p. 313 


Creating Slide 
Shows, p. 313 


Corel Pictentinons 
Basics, p. 305 


Look in Help 


CHAPTER 44 


Picture page background 


Examples for Corel® 
Presentations” 


Use Corel Presentations to create a wide variety of graphical 
documents, including both slide shows and drawings. These examples 
give you a basic overview of the slides and drawings you can create 
with Corel Presentations. 


Text contoured around 
circular arcs 


Circle with a picture fill 
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Slide title and subtitle 


Pie chart with two pies, 
one displayed as a stacked 
column 


Data chart layout 


Chart legend displayed C1 om a ee 
horizontally 


Regular polygon (triangle) 
with a texture fill and 
shadow 


Text box shaped with 
QuickWarp and filled with 
a gradient color 


Text box using the same 
font and fill as the shaped 
text 
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Chart title and subtitle 


Pictogram bar chart with 
pees filling each series 
ar 


Axis titles 
Chart om displayed 
vertical 
Slide title with a box 
above and below 
; © Das povpoed¢-—ahap piscaré occe nhone 
Bulleted list with symbol ae Caceres a Canis omeiclee 
bullets added om Fa nti potad, Seyeaboe enor ates 5 it 
? Hewgo Aquygo aot opsrovade Roe 7 yeTIT 
m DST: Do poet Bo eee y Ded tet or 

& Dotto oo ele) vor me pet br 
Circular gradient page = Pdp hesshe Bpomgep, fe pee 
background ee 
Slide subtitle with a box Xosd w fis pairs} 
above and below 
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Stone texture page 
background 


Organization chart with 
different branch structures 
and orientations for better 
fit on the page 


Position boxes with 
different fills and styles 
for managers, 

subordinates, and staff 


Title slide using the 
master’s colors and page 
arrangement 


Bitmap file inserted as an 


illustration, made sharper 
with bitmap Special Effects 


Rectangle shape with 
textured fill used to make 
a shadow for the bitmap 
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Text box with thre 


paragraphs showing left, 
right, and center 
justification 


Multiple fonts, attributes, 
and sizes na single text 
box 


Drawn shapes with 
gradient fills arranged to 
create a logo on the 
background of the slide 


Combination slide showing 
both a data chart and a 
bulleted list 


Bulleted list using different 
bullets and fonts for each 


level 


Mixed chart showing two 
series as different shapes 
for emphasis 


A” Tyypur er me dipper Potdat 


ge 
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445 


lipart used as a border 


Text box with center 
justification and multiple 
font sizes positioned in 


Piarnddecy Foageegoe 7 
MeroonoRera? BAAAET 
AYA M 


GOarEe ns mpe L99e 


relation to the border 


LEVION 
AavyePex titan 


Roehm Potomnoay 2 FPR 
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) L6EO NEOSEET ETOLET 
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Banner formatted and 
printed across several 


pages 


Clipart decorations used as 
illustrations for the banner 


F OsAxops to t 
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PART 10 


Shared Applications 


Contents 

Chapter 45: Corel® Address Book™, Version 
Control; and DAD™ © 

Chapter 46: Managing Files 

Chapter 47: Writing Tools 

Chapter 48: Internet Applications 


CHAPTER 45 


Corel® Address Book™, 
Version Control, and 


DAD™ 


The Corel WordPerfect Suite 8 programs come with a common set of 
tools, many of which can be used right from your desktop. Several 
features (such as Spell Check and Corel Versions) and processes (such 
as opening and saving files) work the same way in Corel® 
WordPerfect®, Corel® Quattro® Pro, and Corel® Presentations™. 
Once you have learned the basics of these features, you do not have to 
retrace your steps with every application. 


Using the Corel® Address Book™ 


Use the Corel Address Book like a phone book and information center 
for all your printed address needs. The Corel Address Book can store 
names and addresses, phone numbers, e-mail addresses, and more. You 
can also dial a phone from the Corel Address Book. 


nomine@mundi.com 
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You can create multiple address books for your personal use. Available 
books are represented by tabs in the main Corel Address Book window. 


The Corel Address Book is fully integrated into the suite. You can use 
it inside Corel WordPerfect when you are creating letters, envelopes, 
and labels; or you can add your own information to the Address Book 
so your name and address appear on fax cover pages and letters. 


Opening the Corel Address Book 


You can access the Corel Address Book from inside Corel 
WordPerfect, or from the Corel WordPerfect Suite 8 menu. 


1 In Corel WordPerfect, click Tools » Address Book. 


Tips | 


* You can also click Start » Corel WordPerfect Suite 8 to 
open the Address Book from the Corel WordPerfect Suite 8 


menu. 


Adding People and Organizations to Your Address Book 

1 In the Address Book, click Add at the bottom of the window. 
2 Click Person or Organization, then click OK. 

3 Fill in the information for the person or organization. 


4 Click New to create another entry, or click OK to finish. 


Tips 


¢ For the people or organizations you contact most, use the 
Frequent Contacts tab. Information displayed there is a shorter 
version of the same information displayed in another book. 


When you edit an entry in one book, it updates all books. 


Modifying Address Book Entries 


You can edit or view name and address information (properties) at any 
time. You can change existing information, delete or add entries, copy 
names and addresses between books, or rename books. 


When you edit information in an entry, it updates all the address books 
where that entry is found. 
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1 In the Address Book, open the book with the entry you want to 
change, then select the entry. 


2 Click Edit » Edit Name. 
3 Make the changes you want. 


Tips 


¢ To remove an entry, drag it off the list somewhere into the 


Address Book dialog box (so that the trash can symbol 
appears). You can also select the name you want to delete, 
then click Remove. 


Creating Personal Address Books 


You can create multiple address books to separate, for example, your 
business contacts from your personal addresses. 


When you create an organization entry, that information becomes 
available for each person who works for that organization. This means 
that when you create personal entries you do not have to retype the 
complete organization information every time. 


You can also add the same name and address to several books at once. 
When you edit an entry’s information in one book, it updates in all 
books. Deleting an entry from one book, however, does not remove it 
from other books. 


1 Click Book >» New. 


2 Name the new address book. 


Tips 


¢ You can cut or copy address book entries to other address 
books by selecting the information you want in one address 


book, clicking Edit » Copy Names, then specifying the 
address book where you want the names copied. You can also 
highlight an entry, then drag it to another tab. 


Opening and Closing Books 


You can have any number of address books, but you can select names 
and addresses only from open books. When an address book is open, it 
appears as a tab in the main Address Book window. 
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1 In the Address Book, click Book » Open. 
2 Select the address book you want to open, then click OK. 


3 To close a book, click the address book tab, then click Book » 
Close. 


Tips 


* Closing an address book removes the tab from the main 
Address Book window. It does not delete the address book. 


Changing the Address Book Display 


You can enter more information in the Address Book than can be 
displayed at one time. Each type of information is displayed in a 
column. Each column represents a field. 


You can change the information displayed at any time by selecting 
which columns are displayed. You can also change the order of the 
columns and change their width. 


By selecting which column displays on the left, you can also choose 
how the addresses are sorted. In addition, when the Name column 
appears on the left (which includes both first and last names), you can 
choose to sort by either the first or last name. 


When you arrange columns and change their appearance, these 
changes affect only how addresses are displayed in the Address Book, 
not the way addresses are inserted into documents. 


1 Click Edit » Columns > More Columns. 


2 Click the columns you want to display in the Available columns list, 


then click Add. 
>» You can also... 
Remove columns Click the Selected columns you 
want, then click Remove 
Arrange columns Click the Selected columns you 


want to move, then click Move 
to the left (up) or Move to the 
right (down) 

Size columns Select the columns you want to 
size, then click the <<, 
<Smaller, Larger>, or >> 
buttons 
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Sorting Addresses 


Addresses appear in the Address Book in the order you entered them. 
Once you have entered addresses, however, you can change the way 
information in a particular column is posted. Sorting address entries 
can help you draw certain conclusions about your entries, such as how 
many people in a certain organization live in the same city. 


1 Click Edit » Columns » Sort. 


2 Select the name of the column you want to sort by. Information in 
the column will be sorted alphabetically or numerically, depending 
on the column you select. 


3 Click Ascending sort (A to Z or 1, 2, 3), or Descending sort (Z to 
A.or 3, 2; 1), 
Searching for Addresses 


You can quickly find entries in the current address book by using the 
Search List text boxes located just below the address book tabs in the 
Corel Address Book dialog box. 


1 Select the address book you want to search. 


2 Click in a Search List box, then begin typing what you are searching 
for. 


Tips 


¢ For example, if you want to find people who live in a particular 
city, click the text box marked City, then begin typing the 
name of the city. 


Using Search Filters 


When you have a large address book, it may be useful to search for 
addresses using filters. For example, you can define a filter which 
displays only entries with last names that begin with "D" and live in the 
city of New York. 


1 Inthe Corel Address Book dialog box, click View > Define Filter. 


2 Click the first drop-down list on the left, then select the column 
(field) where you want to define a filter. For example, click Last 
Name. 


3 Click the second drop-down list, then select an operator. For 
example click =Equal To. 
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4 Inthe second text box, type the condition you want to sort entries 
by. For example, type D. 


5 Click the last drop-down list on the right, then select And to narrow 
the filter, or select Or to broaden it. 


>» You can also... 
Click Insert Row Inserts a row anywhere in the 
filter. A row is inserted of the 
specified type, either And or Or. 


Click Delete Row Deletes a row anywhere in the 
filter. 
Click End Ends the filter. 


Taking it With You 


You can save the current address book or selected items as a file and 
take it to another computer, work station, or application. 


Exported address books are saved in ANSI text format with the 
extension .ABX. They also include a Corel Address Book header. 


1 Open the address book you want to export information from. 
2 Click Book > Export. 


3 If any items have been selected, click either Entire Address Book or 
Selected Items. 


4 Specify a file location and name, then click OK. 


¢ Ifyou want to export only selected records, press Ctrl while 
clicking the items you want to export. 


Importing Information into the Address Book 


The Import Expert can help you import the following database formats 
into the Corel Address Book: Corel Merge data files, exported Corel 
Address Book files, ODBC, ANSI delimited text, ASCII delimited 
text, dBASE®, Clipper®, FoxPro®, Corel® Paradox®, and Corel 
Notebook™ (formerly WordPerfect Office Notebook). 


When importing Merge data files, the data file must contain named 
fields and be in normal data file format (not a table). 


1 Click Book > Import. 
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2 Select the format of the file or database you want to import, then 


click Next. 


> Ifyou selected... 


ODEC files Specify a data source and the 
table you want imported, then 
click Next 

A format other than ODBC Specify the file location, then 
click Next 

.ABX format Click Finish 

ANSI or ASCII format Click Yes if the first line of the 


displayed file is to be used as the 
field names, then click Next 


3 For all formats except .ABX, you need to map the database fields to 
corresponding fields in the Corel Address Book. Matching fields are 
listed on the left side. If no match has been made, click IGNORE 
FIELD to select it, then click the Address Book Field on the right 
where you want the information imported. Fields left with the 
IGNORE FIELD designation will not be imported. 


4 Click Finish, then click Yes to replace existing entries, or click No if 
you do not want to import duplicate entries. 


Making a Call from the Address Book 


If you have a modem or network connection, you can use the Dial 
feature to call someone listed in your address book. Dial opens the 
Microsoft Dial utility, enabling you to call from the Address Book. 


1 Click a name in your address book, then click Dial. 
2 After the call is placed, pick up the receiver and click Talk. 
3 When you are finished with your call, click Hang Up. 


Tips 


¢ If an address entry contains only one phone number, the 


Address Book dials that number. If there is more than one 
phone number, click the number, then click OK. 


Inserting Addresses from the Address Book 


You can insert Corel Address Book entries directly into Corel 
WordPerfect letters, envelopes, and labels. 
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1 Ina Corel WordPerfect document, click where you want to insert 
one or more addresses. 


2 Click Tools » Address Book. 
Click the tab of the address book you want. 
Click Insert. 


Tips 


¢ To insert multiple entries, press Ctrl while clicking entries. 


Grouping Addresses 


You can create an address list and save the list as a group. A group 
remains part of the address book where it was created. You can edit a 
group at any time, combine different groups, and change the name of a 
group. 

When you save a group, that group becomes another entry in the 
current address book. You can treat the group as you would any other 
address entry. You can have the same entry in different groups and 
address books. When you edit an entry in one book, changes are 
reflected in all books and groups. 


1 In the Address Book, click Address List. 
2 Click the address book from which you want to select entries. 


3 Click a single entry to select it, or press Ctrl while clicking multiple 
entries. 


Click Select Address. 


Click any other address books you want, then add more entries to 
the list. 


6 To save the list as a group, click Save Group, type a name, then 


click OK. 
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Tips 


* Save a list as a group when you want to add it as an item in the 
current address book. For example, you can create a group for 
people you regularly send birthday cards to. 


* You can double-click an entry to add or delete it from the 


Address List. You can also drag selected entries to and from 
the Address List. 


Combining Address List Groups 


When you have items in the Address List, they are treated like an 
open group. If you select a group and click Edit Group, you are asked 
if you want to combine the two groups. If you click Combine, both 
groups will display in the Address List. If you click Replace, the 
selected group will then replace the current group in the Address List. 


1 Create or open an Address List group. 

2 Click another address group in the main address book window. 
3 Click Edit » Edit Group. 

4 Click Combine to have both groups display in the Address List. 
5 


Click Save Group, then click OK to save the group with the current 
name, or type a new name, then click OK. 


Tips 


¢ You can double-click both single entries and groups to add 
them to the Address List. However, to display items in a 
group, you must use Edit Group. 


¢ Instead of combining groups, you can click Replace to have 
the selected group replace the current Address List. 


Version Control 


Corel® Versions® is the solution to the problem of trying to control and 
track multiple copies of the same file. Instead of trying to keep track of 
all your updates to a file by saving new versions of it under different file 
names, Corel Versions lets you save the changes you have made to 
each successive version of your file. Each version is archived to its own 
folder, or to the folder of your choice, on any read/write drive, 
including hard drives and disks. 
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Corel Versions lists all your archived files in a history list, allowing you 
to retrieve any archived file if you need a previous version. Corel 
Versions also lets you compare any two files to see the text differences 
between them. 


With Corel Versions you can 
¢ Archive previous versions of your files 
¢ Retrieve any archived version of a file 
¢ View any archived version of a file 
* Compare archived files to see the differences between them 


¢ Attach meaningful information to each archived version that 
can be viewed in the document history window 


¢ Track multiple users of a common file 
¢ Delete any archived file from the history list 


° Specify how many versions to keep in the document history list 
(when the number is reached the oldest version is discarded), or 
keep all of them 


¢ Protect a specific archived version from being discarded from the 
history list by using the permanent option 


Corel Versions can also be used on.a network when a group will work 
on the same files. Each saved version displays the name of the user who 
archived it. 


Enabling or Disabling Corel Versions 


Corel Versions operates directly with your operating system. You will 
find the icon for Corel Versions in the Control Panel in Windows. 


From the Control Panel, you can 
¢ Enable or disable Corel Versions 
* Enable your file compression options 


¢ Set where your archived versions are stored—in a single location 
or the current directory 


¢ Set your maximum number of temporary versions 
° Set the file types that will not be archived 


Once you have set your options, they can be modified in the Corel 
Versions dialog. 
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File compression saves disk space but will add to your retrieval time for 
larger files. 


1 Open the Windows Control Panel. 

2 Double-click the Corel Versions icon. 

3 Click the Enable Version Control check box. 
4 Set the number of temporary versions. 

5 Set the archive location options. 

6 Set the types of files that will not be archived. 
7 Click OK. 


| Tips 


¢ The number of temporary versions is a global setting and can 
be overwritten for each individual file. 


¢ The archive location is a global setting and can be overwritten 
for each individual file. 


Archiving Files 


Your files are archived when you choose to do so; it is not automatic. 
You have complete control over which versions are archived, 
depending on how significant they are to you (for example, first draft, 
version with all approved changes made, version sent to legal 
department, and so on). 


You can archive a file as a temporary or a permanent version. 
Temporary versions are replaced by newer versions when the 
maximum number of temporary versions for the file is reached. 
Permanent versions are kept until you choose to delete them. 


When you enable Corel Versions, you have the option of designating a 
specific directory for storing your archived files. If you delete the 
storage folder, you also delete all of your archived files, so be very sure 
that is your intention if you decide to delete that folder. The files 
created by Corel Versions have the same folder and file names as your 
files. 


You also have the option of keeping your archived files in the same 
directory as the original file. No matter where a file is archived (either 
to a local directory or the versions directory) the filename is the same. 
The Corel Versions filename is the full path of the archived file, but 
special characters (backslash and colon) are replaced with a $. 
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You can move an archive back and forth between the files directory 
and the global versions directory, and Corel Versions will find it. For 
example, you might decide to move a file from your local directory to a 
shared directory so that other users could modify it. Corel Versions will 
track the changes and which users made them. 


1 In your application, make sure the file you want to archive is open. 
2 Click File >» Version Control » Save Current. 


3 Click Permanent if you want to save this version of the file as a 
permanent copy. 


4 Enter any comments in the Comments field (optional). 


¢ When you archive a file for the first time, you are not given a 
comments field. Instead, you are given the option to make the 
first version permanent, and options for setting the number of 
temporary versions. 


When you enable the permanent option, your file is kept until 


you choose to destroy it. The number of permanent versions 
does not affect the number*ef temporary versions. 


You can exclude certain file types (such as exe or sys files) from 
being archived by opening the Control Panel, double-clicking 
the Corel Versions icon, then entering the extensions of the 
file types that you want to exclude. 


Viewing File Properties 


Viewing file properties is as simple as right-clicking the filename, then 
clicking Properties. The Properties dialog box has two tabs: General, 
and Corel Versions. The first is created and maintained by Windows 
while the last one is created and maintained by Corel Versions. 


The Version Properties tab is displayed only when Corel Versions is 
enabled and the file has been archived. It displays the complete path 
and filename, and the history list for the file. The Command buttons 
that let you compare, retrieve, and delete particular versions of a file 
are located on this tab. You can choose the number of versions to be 
kept, view file history and differences, print the history list, or delete 
versions using these commands. 
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View the highlighted 


4.wpd Properties 


Compare the highlighted 
document with the 
current version of the 


document 


Retrieve the highlighted 
document 


document 


Print your document 
history 


The Version Properties tab will not appear for files such as desktop 
shortcuts. Some file types may have additional tabs. They are 
maintained by the applications that created those files. 


1 Open the folder where the file is located, using Windows Explorer. 
2 Right-click the filename. 

3 Click Properties. 
4 


Click the General tab to view the file’s properties; or click the Corel 
Versions tab to view the file’s version properties. 


¢ This procedure can also be performed in any Open or Save As 
dialog in any Windows 95-compatible application. 


Viewing Files 


Corel Versions comes with a viewing utility that lets you take a quick 
peek at text and picture files without having to load an editor. It is the 
fastest way to examine the contents of a file. You can also print and 
copy files from this viewer. 
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When you open the viewer, you can set options for Printing, Viewing, 
and the Clipboard’s copy function. Once you have set the options for 
one file, they apply to all subsequent files until you change them. 


1 Open the folder where the file is located, using Windows Explorer. 
2 Right-click the filename, then click Properties. 

3 Click the Corel Versions tab. 

4 Highlight the version you want to view. 

5 Click View. 


» While viewing a file, you can also... 


Print a file Click File > Print 

Copy to the Clipboard Select what you want to copy, 
then click Edit » Copy 

Set view window options Click Options, then select a 
menu item 


Retrieving Files 


You can retrieve any file from the archived history list. By retrieving a 
file, you save the retrieved version in place of the current version. 
Once retrieved, you can use the file like any other. 


When you retrieve a file, Corel Versions prompts you for a filename. 
The default filename is (v#).ext. For example, version number three of 


SAMPLE.DOC would be SAMPLE(V3).DOC. 
1 In your application, click File » Version Control. 


2 Click Retrieve Current to open a previous version of a file you 
currently have open, or click Retrieve Document to open any 
archived version of any previously saved document. 


3 Select the file or the version of the file you want. 


4 Click Retrieve. 


Moving and Renaming Files 

1 Open the folder where the file is located, using Windows Explorer. 
2 Right-click the filename, then click Corel Versions. 

3 Click File » Move. 

4 Enter the filename and type of file. 

5 

6 


Select a directory from the Save in box. 


Click Save. 
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Tips 


* This will move the file and map the archive again. If you move 


an archived file without using this procedure, the archives will 
not be available. 


Copying Files 

Open the folder where the file is located, using Windows Explorer. 
Right-click the filename, then click Corel Versions. 

Click File » Copy. 

Enter the filename and type of file. 


Select a directory from the Save in box. 


Click Save. 


co WU FSF Wo PS = 


Comparing Files 


You can compare any two files in the archived history list. Corel 
Versions displays the two files side by side in a text viewer. 


1 Open the folder where the file is located, using Windows Explorer. 
2 Right-click the filename, then click Properties. 

3 Click the Corel Versions tab. 

4 Highlight the version(s) you want to compare. 

5 Click View or View Multiple. 


¢ To compare an older version of a file with the current version, 


simply select the older version from the list, then click View 
Multiple. The newest version is automatically loaded for 
comparison. 


Deleting Files 


Temporary files are automatically deleted by Corel Versions. If the 
number of current temporary versions exceeds the maximum number 
of temporary version(s), the oldest temporary version is discarded. If 
you want to keep a particular version, enable the Permanent option for 
that version. To remove a Permanent version, you must use the Delete 
command. 
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You can delete any version listed in the Document history window, 
whether it is permanent or temporary. This provides you with an easy 
way to manage the size of the history list. You decide which files to 
keep and which ones to delete. 


1 Open the folder where the file is located, using Windows Explorer. 
2 Right-click the filename, then click Properties. 

3 Click the Corel Versions tab. 

4 Highlight the version(s) you want to delete. 

5 Click Delete. 


Tips 


* To delete a file and its archives, use Windows Explorer to 
open the folder where the file is located, right-click the 
filename, select Corel Versions, then click File » Delete. 


tt 


Using the Desktop Application Director (DAD) ™ 


The Desktop Application Director (DAD) gives you quick access to 
the programs of your choice from the Windows taskbar. One-click 
access to your applications makes working with the suite easier than 
ever. You can use DAD buttons to launch any executable file or 
shortcut you choose to place on the DAD bar. 


The DAD buttons display in the notification area of the Windows 
taskbar where they are always available without taking up desktop 
space. 


DAD 


You can right-click the buttons to launch one of the applications from 
a menu, to remove the bar from your desktop, or to display the DAD 
Properties dialog box if you want to add items to or remove items from 


the taskbar. 
Starting DAD 


During installation, a DAD icon is created and placed on the StartUp 
menu. Unless you remove the icon by deselecting the Include DAD in 
Startup folder check box in the DAD Properties dialog box, DAD will 
start automatically each time you start Windows. 
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You can access DAD from the Corel WordPerfect Suite 8 menu. 


Tips 


¢ When you want to run a suite program, simply click the 
program icon in the notification area of the Windows taskbar. 
To find out which program each icon runs, hold your mouse 
pointer over a program icon until a QuickTip with the name of 
the program appears. You can also right-click an icon, then 
click any of the programs you currently have displayed to run 
that program. 


DAD Properties 


Use DAD Properties to select the programs you want to place in the 
notification area of the taskbar. You can also use DAD Properties to 
add, edit, or delete the program icons that appear on the DAD bar. 


A check mark in the Include DAD in Startup folder check box 
indicates that a copy of the DAD shortcut has been placed in the 
Windows 95 StartUp folder. This causes DAD to open automatically 
every time you start Windows 95. If you do not want DAD to open 
every time you start Windows 95, make sure the Include DAD in 
Startup folder check box is blank. You can start DAD at any time by 
clicking the Start button on the Windows 95 taskbar. 


Adding Program Icons to the DAD Bar 


1 Right-click any of the DAD program icons in the notification area of 
the taskbar, then click Properties. 


2 Click Add, then choose the executable file or shortcut you want to 
add to the DAD bar. 


3 Click OK to close the DAD Properties dialog box. 


Tips 


¢ No permanent changes are made to the DAD bar until you 
click OK. You can click Cancel at any time to undo any 
changes you have made. 
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Removing Program Icons from the DAD Bar 


1 Right-click any of the DAD program icons in the notification area of 
the taskbar, then click Properties. 


2 Select the item you want to remove, then click Delete. 
3 Click OK to close the DAD Properties dialog box. 


Editing Program Icons 


1 Right-click any of the DAD program icons in the notification area of 
the taskbar, then click Properties. 


2 Select the item you want to make changes to, then click Edit. 
3 Make the changes you want. 
4 Click OK to close the DAD Properties dialog box. 


Exiting DAD 


1 Right-click any of the DAD program icons in the notification area of 
the taskbar. 


2 Click Exit DAD. 


From Here... 


Look in this manual Look in Help 
Using the Address Max Producina 
Book with Corel Documents, p.97 _ 
WordPerfect oo 


Managing Your Files Mananitig Files, p. 
AGL 


About the Desktop 
Application Director 
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CHAPTER 46 


Managing Files 


Corel WordPerfect, Corel Quattro Pro, and Corel Presentations share 
common file management tools that can help you easily locate, open, 
save, and view your files. These file management capabilities are 
available in file management dialog boxes such as Open, Insert File, 
Play or Record Macro, and Save As. 


You can use these dialog boxes to see what is on your computer and 
network, view file contents, and save or rename files. You can also 
change network connections, change file or folder properties, and 
create file or folder shortcuts. 


Using the File Management Dialog Boxes 


The options on file management dialog boxes change depending on 
which feature opens the dialog box and which application you are 
using. 

Opening Files 

1 In your application, click File » Open. 

2 Click the drive and folder you want to look in. 


3 Click the file you want to open, then click Open. 
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Tips 
¢ If you know where a file is located you can type the full path 
and filename in the Name entry box. 


* To open multiple files, press Ctrl as you click each file you 
want, or type the full path and filename, enclosed in quotation 
marks, of each file you want to open. You can open as many as 
nine files. 


* To select from a list of recently opened files, click the arrow 
located on the Name entry box. 


* To open a copy of a file, click the file you want to open, then 
click Open as Copy. When a file is opened as a copy, it is read 
only; you can read the file, but if you make changes to it you 
must save it with a new name. 


Printing Files 


You can use any of the file management dialog boxes to print files 
without having to open a specific application. 


1 Ina file management dialog box, right-click the file you want to 
print. 


2 Click Print. 


Tips 


¢ To select multiple files, hold down the Ctrl key and click each 
file. To select a range of files, click a file at one end of the 
range, then hold down the Shift key and click the file at the 
other end of the range. To select all files, click anywhere in the 
file list, then click Edit » Select All. 


If one or more of the files you have selected contain a filename 
extension that is not recognized or registered by an 
application, Print will not be an option. 


Saving Files 
1 In your application, click File > Save. 


2 Specify a filename for the file, then click Save. 


Tips 


° If the file has already been named and saved in the current 
application's format, the copy you have been editing 
automatically replaces the saved copy on disk. 


If the file was previously saved in another format, you are 
prompted to specify a format to save it in. 


If the file you are saving was opened as a copy or if it is read 
only, you will have to give it a new name to save your changes. 


Renaming Files 


1 Ina file management dialog box, click the file or folder you want to 
rename. 


2 Click File >» Rename. 


3 Type anew name. 


Tips 


¢ You can also click the file or folder name (not the icon), 
pause, then click the name again. The name will be placed in a 
small editing box where you can type a new name. Press Enter 
after you have typed a new name. 


Creating New Folders 


1 Ina file management dialog box, click the drive or folder where you 
want to create the new folder. 


Click File » New > Folder. 
Type a name for the new folder. 


Press Enter. 


Tips 


e When you create a new folder, a new folder icon displays with 


a default name in the small editing box. You can type in a new 
name. 
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Copying Files and Folders 


1 Ina file management dialog box, click the file or folder you want to 
copy. 
2 Click File » Copy To Folder. 


3 Locate the folder or drive you want to copy to, then click Copy. 


Tips 


* You can also copy a file by selecting a filename from the list 
box and dragging it to another drive or folder. 


¢ Ifyou copy a folder, any subfolders or files it contains are 
copied as well. 


¢ To copy multiple files or folders, press the Ctrl key and click 
each item. To copy a range of files or folders, press Shift and 
click the item at one end of the range, then press Shift and 
click the item at the other end. 


Moving Files and Folders 


1 Ina file management dialog box, click the file or folder you want to 
move. 


2 Click File >» Move To Folder. 


3 Locate the folder or drive you want to move the file or folder to, 
then click Move. 


Tips 


¢ Ifyou move a folder, any subfolders or files it contains are also 
moved. 


¢ To move multiple files or folders, press the Ctrl key and click 
each item. To move a range of files or folders, press Shift and 
click the item at one end of the range, then press Shift and 

click the item at the other end. 


Deleting Files and Folders 


1 Ina file management dialog box, click the file or folder you want to 
delete. 


2 Click File > Delete. 


Tips 


* To delete multiple files, press the Ctrl key and click each item. 
To delete a range of files, press Shift and click the item at one 


end of the range, then press Shift and click the item at the 
other end. 


If you delete a folder, all subfolders and files will be deleted 
along with the folder. 


Mapping Network Drives 


1 Ina file management dialog box, click Tools » Map Network 
Drive. 


2 Select a drive and path to map to. 


Tips 


¢ To disconnect a network drive, open a file management dialog 


box, click Tools » Disconnect Network Drive, then select a 
drive to disconnect from. 


Previewing Files 


Use Preview to look at a file without opening it into a document 
window. Preview displays file contents, including text, graphics, and 
codes. 


You can either view the file contents so that text is readable, or view 
the page at a distance to see the layout. You can also either view a file 
in the file management dialog box you are using, or you can choose to 
view the file in a separate window. 


Preview features vary depending on such things as the type of file you 
are viewing, whether you have selected text in the file, or whether you 
have searched for text in the file. You can access Preview features by 
right-clicking the window in which you are viewing a file. 


1 Ina file management dialog box, select the file you want to view. 
2 Click View > Preview. 


3 Click Content to display your selected file with text wrapped to fit in 
the Viewer window; or click Page View to display a file as it will 
look on a printed page. 
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The text in Page View is generally too small to read, but you 


will be able to see the page layout. 


You will not be able to view password-protected files unless 
you specify the password. 


Viewing File or Folder Properties 


You can see information about a file or folder and change file or folder 
attributes using Properties. Properties displays the type, location, size, 
creation date, and MS-DOS name of the file or folder you have 
selected. If you have selected a folder, Properties also displays how 
many files and subfolders the folder contains. 


If you have selected a file, Properties displays when the file was last 
modified and when it was last accessed. 


If a shortcut has been assigned to the file or folder, Properties will 
display information about the shortcut for you to view or change. 


1 Ina file management dialog box, click a file or folder. 

2 Click File > Properties. 

3 To change file or folder attributes, click the attributes you want to 
apply or remove. 


Using Favorites 


Favorites lets you create shortcuts to the folders and files you use most 
frequently. These shortcuts are stored in a folder created by Windows 
called Favorites. The files or folders you create shortcuts for remain in 
their original location; the shortcuts simply provide a way to move to 
those locations quickly. 


1 Open a file management dialog box. 


2 Click Favorites » Go To/From Favorites to open the Favorites 


folder. 


3 Double-click a shortcut to open the file or folder it points to. 


Converting Files 


You can convert files created in many other applications into the file 
formats for the applications in this suite. You can also convert files 
created in the suite applications to other formats. 


Conversion is a powerful tool, but because features vary among 
applications, your document may not look exactly the same after you 


convert it. If you plan to convert a document into another format, 
keep the formatting simple. 


1 In your application, click File » Save As. 

2 Type anew name for the file in the Name text box. 

3 Click the For Type drop-down list, then select a file format. 
4 Click Save. 


‘Tips 


* To see a list of supported file formats, click File » Save As, 
click the For Type drop-down list, then scroll through the 
listed file types. Each feature may list specific file types. For 
example, if you have opened a file management dialog box 
used to insert graphics images, you will see a list of supported 
graphics file types if you click the For Type drop-down list. 


Customizing File Management Dialog Boxes 


You can change how your file management dialog boxes display 
information. The changes you make in one file management dialog box 
affect all other file management dialog boxes of the same type. The 
changes stay in effect until you make new selections. 


1 Ina file management dialog box, click the View menu. 


2 Select a view option. 


Tips 


¢ Tree View displays the hierarchy of resources (such as desktop 
items and network drives), local drives, folders, subfolders, and 
files on your computer. Large Icons and Small Icons let you 
select an icon size. List and Details list the folders and files 
contained in the current folder or drive. Details also lists the 
file size, type, and the date and time the item was last 
modified. 


* To size file management windows, position the mouse pointer 
over the border of the window you want to size until the 
pointer changes to a directional arrow. Click and drag to size 

the window. 
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From Here... 


What else Look in this manual Look in Help 


Open, Save, and Creating a a 
Close Documents Document f 


Opening and Closing 
Slide Shows and 


Drawings 


Opening Files Managing File: 
Corel Quattro Pro, 
6.250 
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Using Spell Checker 


CHAPTER 47 


Writing Tools 


The suite contains a set of common tools to help you with your writing. 
Features such as Spell Check, Thesaurus, and Grammatik are tools 
common to the suite applications, although not every tool is available 
in each program. While only Corel WordPerfect provides Grammar- 
As-You-Go and Spell-As-You-Go features to check your grammar and 
spelling automatically, the Spell Check feature can be used in Corel 
WordPerfect, Corel Quattro Pro, and Corel Presentations. Spell 
Check, Thesaurus, and Grammatik are available from the same dialog 
box, so you can easily switch between them. 


Use Spell Checker to check for misspelled words, duplicate words, and 
irregular capitalization in documents, parts of documents, and text 
entry boxes. 


When Spell Checker finds a misspelled word, you can replace it with 
the suggested word, edit the word manually, or skip the word. You can 
also define a replacement for the word by adding it to a user word list. 
Checking Your Spelling 

1 Click Tools > Spell Check. 


2 Ifyou want to specify a range of text to check, select an option in 


the Check drop-down list. 


3 When Spell Checker stops on a word and suggests replacements, 
select the word you want from the Replacements list box, then click 
Replace. 
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Pie OU. CAL AIG ose 
Skip the current occurrence of | Click Skip Once 
the tagged word 
Skip all occurrences of the Click Skip All 
tagged word 
Add the tagged word to the list | Click Add 
so Spell Check never stops on it 
again 
Define automatic replacements Click Auto Replace 
for words as you type them 


By default, Spell Checker starts automatically when you open 
it. To change this setting, click Customize > Auto Start. 


Click Close to close Spell Checker before completing a spell- 
check. 


Editing Text Manually 
1 Click Tools >» Spell Check. 


2 When Spell Checker stops on a word, click in your document where 
you want to make changes, then edit the text. 


3 To continue spell checking, click Resume in the Spell Checker 
main window. 


Customizing Spell Checker 


You can customize the way Spell Checker searches for misspelled 
words or irregular capitalization. For example, you can have Spell 
Checker suggest replacement words that sound similar to the word that 
is found, or you can have Spell Checker beep when it finds a possible 
spelling error. 


The Customize options you select remain effective for all spell 
checking sessions until you change them. 


1 Click Tools > Spell Check > Options. 


» You can then... 


Automatically start Spell Check Click Auto Start 
when you open it 


Have Spell Check beep on Click Beep on misspelled 
misspelled words 
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» You can then... 


Have Spell Check recheck all — Click Recheck all text 
document text every time you 
spell-check 


Check for words that contain Click Check words with 


both letters and numbers numbers 

Check for duplicate words Click Check duplicate words 
Check for words with capital Click Check irregular 

letters which do not begin a capitalization 

word 

Prompt before auto replacement Click Prompt before auto 

of words replacement 

View a list of words that sound Click Show phonetic 

like the word in the Replace suggestions 

With text box 


Adding Words 


When Spell Checker detects an unknown word such as a technical 
word or proper name, it treats it like a spelling error. You can add such 
words to your user word lists so that Spell Checker will recognize it as a 
valid word. 


You can also add replacement words for QuickCorrect. This means 
that you can identify a word you often misspell and have it replaced 
with the correct spelling. For example, if you often misspell "ocurance" 
for occurrence, you can add "ocurance" to the user word list and have 
QuickCorrect replace it with the correct spelling. 


1 Click Tools > Spell Check. 
2 Click Add. 
3 Type the word you want to add, then click OK. 


¢ You can specify the user word list you want to add to in the 


Add To drop-down list box. 
¢ To add a word that Corel WordPerfect stops on during a spell 


check session, click Add. 


Using Auto Replace 


Use Auto Replace to define an automatic replacement for a word. 
After you close Spell Checker, Auto Replace will automatically replace 
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the word every time you type it. For example, if you tend to type 
"freind" instead of "friend," you can add "freind" to the user word list 
and have Auto Replace replace it with the correct spelling. 


Auto Replace replacement words are stored in the user word list that is 
included with Corel WordPerfect. 


1 Click Tools >» Spell Check. 
2 When Spell Checker stops on a word, click Auto Replace. 


Tips 


¢ Use Prompt before auto replacement if you want to be 
prompted before Auto Replace replaces a word you type. 


Use Thesaurus to find synonyms (words that are alike in meaning) and 
antonyms (words that are opposite). When Thesaurus displays 
replacements for a word, they are arranged by their relationship to that 
word. For example, all synonyms are grouped together under the 
Synonym heading. : 


Definitions and examples of selected words are displayed on the right, 
including different definitions for when the word is used as a noun, 
verb, or other parts of speech. In addition, the most pertinent 
information in the definition is highlighted. 

Looking Up a Word in a Document 

1 Click a word in the document or text box. 

2 Click Tools » Thesaurus. 


Tips 


¢ By default, Auto Look Up is selected. When you open 


Thesaurus it automatically looks up the current word. To 
select or deselect Auto Look Up, click Options » Auto Look 
Up. 


Looking Up a Word From the Thesaurus Dialog Box 
1 Click Tools » Thesaurus. 


2 Click a word in a list box in the Thesaurus window, or type a word 
in the Replace With (or Insert) text box. 


3 Click Look Up. 


Tips 


* You can also look up a word by double-clicking it in a list box 
in the Thesaurus window. 


Replacing a Word in Your Document 


Use Replace to automatically replace a word in your document with a 
word Thesaurus suggests. Thesaurus replaces verbs with the correct 
tense and number. When the insertion point is on a blank line or is 
surrounded by spaces, the Replace button changes to Insert and lets 
you insert a word from Thesaurus into your document. 


1 Click the word you want to replace, then click Tools » Thesaurus 
>» Look Up. 


2 Click a word in a list box to insert it into the Replace text box, then 
click Replace. 


When you click Replace, the word in the Replace text box 
replaces the word at the insertion point in your document. 


¢ If the insertion point is on a blank line or is surrounded by 
spaces, the Replace button becomes the Insert button. 


Inserting Thesaurus Words into Your Document 
1 Click Tools » Thesaurus. 


2 Click in the document where you want to insert a word. 


3. Click a word in a list box to place it in the Insert text box, then click 
Insert. 
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Tips 


* This option is available when the insertion point in your 
document is on a blank line or is surrounded by spaces. 
Otherwise, the button name is Replace. 


* To find words to insert, type a word in the Insert text box and 
click Look Up. 


Customizing Thesaurus Settings 


By default, Auto Look Up and Auto Close are selected. When you 
open Thesaurus, it automatically looks up the word at the insertion 
point, and it closes automatically when you click Replace or Insert. Use 
the Options button to select or deselect lookup options. You can also 
specify whether Thesaurus looks up synonyms, antonyms, or other 
related words, and whether Thesaurus displays spelling suggestions 
when you type a word it does not recognize. 


1] Click Tools » Thesaurus » Options. 
>» You can then... 


Look up words automatically -. Click Auto Look Up 
Close Thesaurus automatically Click Auto Close 


Display spelling suggestions Click Spelling Assist 
Look up words with the same Click Synonyms 
meaning 

Look up words with opposite Click Antonyms 
meanings 

Select another language Click Language 


Use Grammatik® to proofread documents, parts of documents, and 
text entry boxes for grammar and style errors. You can choose a 
checking style designed for the type of writing you are checking, or you 
can create a customized checking style. 


When Grammatik finds a grammatical error, you can replace the 
sentence with one that Grammatik suggests, or you can skip the error 
one time or for the rest of the current proofreading session. You can 
also turn off the rule associated with the error, so that Grammatik will 
no longer flag errors of the same type. 


Grammatik also analyzes the grammatical structure of your writing and 
provides statistics to help you analyze your writing style. 


Checking Your Grammar 
1 Click Tools » Grammatik » Options » Checking Styles. 


2 To specify a user word list to add words to, click the Add to drop- 
down list and select an option. 


3 To specify a range of text to check, click the Check drop-down list 
and select an option. 


4 Click the Options drop-down list and select any options. 
Select the Checking style you want applied during proofreading. 
Click Start. 


¢ By default, Auto start is selected, and proofreading begins as 


soon as you open Grammatik. To turn off Auto start, click 
Options » Auto Start. 


Replacing Words and Phrases 
1 Click Tools >» Grammatik. 


2 When Grammatik stops on a word, select a replacement from the 
Replacements list box. 


3 Click Replace. 


Tips 


¢ Sometimes advice is unavailable and no replacement is 


offered. If this happens, use your best judgment and edit text 
manually. 


Checking Styles 


A checking style is a predefined set of writing style rules applied to 
your document. Choose a writing style to tailor a grammar check for a 
specific type of writing. Grammatik includes predefined checking styles 
appropriate for such things as technical or scientific documents, 
student compositions, formal or informal memos, or works of fiction. 
You can also create your own checking styles. 


1 Click Tools » Grammatik. 
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2 Select a style from the Checking style list box, then click Edit. 


3 Select a formality level, then click Select. 


Tips 


* To save the edited checking style with a different name, click 
Save As, type a name for the style, and click OK. 


Each formality level focuses on a different style of writing. You 


can choose from Formal, Informal, and Standard formality 
levels. 


When you change to a new checking style, the level of 
formality changes to the default for that checking style. 


Customizing Grammatik 


Grammatik gives you the flexibility to customize how it proofreads 
text. For example, you can have Grammatik provide spelling 
suggestions for typographical errors; or you can have Grammatik 
automatically start whenever you choose Grammatik from a pull-down 
menu. “ 


1] Click Tools » Grammatik > Options. 


>» You can then... 
Automatically start proofreading when Click Auto start 
Grammatik is opened 
Have Grammatik prompt you before Click Prompt before 
automatically replacing words and auto replacement 
phrases 
View spelling suggestions for misspelled Click Suggest spelling 
words replacement 


Tips 


* In Corel WordPerfect only, you can also click Check headers, 
footers, and footnotes. 


From Here... 


What else 


Spell-As-You-Go, 
Grammar-As-You- 
Go, Prompt-As-You- 
Go, and 
QuickCorrect 


Using Spell Check, 
Grammatik, and 
Thesaurus 


Editing Text 


About QuickCorrect 


Look in this manual Look in Help 
Creating a 

Document from 

Scratch, p. 37. 


Editing a Document, © 


Working with 1 ' 
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CHAPTER 48 


Internet Applications 


Internet access is integrated directly into the major applications of 
Corel WordPerfect Suite 8. You can connect directly to the Corel 
Web site from the Corel Web Site feature available from the Help 
menu in Corel WordPerfect, Corel Quattro Pro, and Corel 
Presentations. These applications also let you read and write web 
documents, and publish rich documents for display in a Java™ window 


within a Browser on the World Wide Web. 


In addition, Corel WordPerfect Suite 8 provides several applications 
that can assist you in creating and managing your own web sites. 


Corel® Barista ™ 


Despite the huge success of the web and the large numbers of available 
HTML documents, web publishers face serious limitations inherent in 
HTML. Fonts are dependent on the settings available in a particular 
Browser; and layout choices available in any desktop publishing or 
word processing packages cannot always be represented in HTML (for 
example: columns, text overlapping images, and text wrapping around 
images). Additionally, different extensions often make it difficult to 
create documents that appear consistently across all Browser and 
operating system platforms. 


Creating documents in a portable format such as Envoy™ or Adobe® 
Acrobat requires platform-dependent plug-in software in the Browser, 
and the document contents cannot be included in web search tools 
such as Lycos or Yahoo. 


Sun’s Java Language can be used to overcome these limitations. 
Because Java is a platform-independent programming language, it can 
incorporate features not possible with regular HTML. Corel’s Web 
publishing engine, Barista, lets you create documents based entirely on 
Java, without any requirement for programming. Such Java pages can 
feature a whole new level of interactivity without requiring plug-ins. 
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Because Barista documents are published through Java, they are 
portable across platforms and compatible with any Java-enabled 
Browser. 


You can use Barista to publish rich documents for display in a Java 
window within a Browser on the World Wide Web. You can publish to 
Corel Barista from within Corel WordPerfect, Corel Quattro Pro, and 
Corel Presentations, and you can include the formatting capabilities of 
these applications in your web documents. Anything you can publish 
from Corel WordPerfect, Corel Quattro Pro, or Corel Presentations 
can be viewed in any Java-enabled web Browser. For example, you can 
view columns and text contoured around an object. 


Jave provides three display fonts for documents—Times New Roman, 
Arial, and Courier New. If your document contains fonts other than 
the threee supported by Java, the Times New Roman, Arial, or Courier 
New fonts will replace the fonts you originally used when your 
document is displayed on the Web. 

Publishing a Document to Barista 

1 Inside your application, click File » Send To » Barista. 

2 Specify the file you want to publish. 


3 Specify whether you want the pages published to a single file or 
separate files. 2 


4 Click Publish. 


Tips 


¢ Because you will need to copy your Barista files to a web 


server, you should specify a new folder each time you publish a 
document to a folder. This makes it easier to copy only the 
files you need. 


Placing a Barista Document on a Web Server 


To place a Barista document on a web server, you must copy the Corel 
Barista files to the web server along with the HTM, .BMP, .JPG, .AU, 
and .GIF files associated with your document. If other people cannot 
see your Barista document once you have copied it to a web server, 
you may not have copied all the files needed to view the document. 


1 Create the folder on the web server in which you want to place your 
document. 


2 Copy the files and subfolders in the \corel\suite8\shared\barista 
folder to the folder on the web server. 
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From Here... 


» Finish this process by following the steps that correspond to 
how you published the document to Barista... 


If you published to a single file 


If you published to a folder 


Creating a Web 
Document 


Publishing to 
HTML 


Corel Barista 


Opening a 
Spreadsheet on the 
Internet 


Publishing Slide 
Shows in Web 
Formats 


Copy the .HTM file to the folder 


on the web server, then copy the 
.BMP, .JPG, .AU, and .GIF files 

associated with the .HTM file to 
the folder on the web server 


Copy the .HTM file to the folder 


on the web server, then copy the 
folder associated with that .HTM 
file. that includes the page .HTM, 
.BMP, .JPG, .AU, and .GIF files 


~ Look in this manual 


nternet 


Documents p. 169 


Corel Quattro Pro 
and the Internet, p 
291 | 


Additional — 
Presentation Ide 


p. 427 


© Lookin Help 
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- (minus sign) 
in formulas 263 
# (pound sign) 211 
$ (dollar sign) 211 
in formulas 270 
* (asterisk) 
in formulas 263 
gif 387 - 395 
jpg 387 - 395 
.wpg, saving Clipart as 385 
/ (slash) 
in formulas 263 
@ (at-sign) 211 
@function errors 
in formulas 267 
@functions 265 
era 
+ (plus sign) 
in formulas 263 
= (equal sign) 211 
100% view 303 
3-D 
data charts 347 
objects 404 
text 420 
3-D charts 
changing to different vantage point 239 


absolute references see also relative references 
actual size view 303 
Address Book 449 - 466 

adding entries 450 

adding organizations 450 

changing the display 452 


closing 451 
combining lists 457 
creating 451 
displaying 450 
editing entries 450 
exporting 454 
grouping lists 456 
importing entries 454 
inserting addresses 455 
making calls from 455 | 
merging labels with 109 
opening 450 
personal address books 451 
printing labels with 110 
searching for entries 453 
sorting 453 
using 449 
address paragraphs, creating in web documents 
176 
addresses, inserting in Address Book 450 
adjusting 
brightness of graphics images 145 
contrast of graphics images 145 
advanced techniques, Corel Presentations 427 - 
440 
advancing from slide to slide 323 
air brush, using 388 
aligning 
objects 406 
text between cell borders 219 
text vertically 220 
alignment guides 
creating 397 
deleting 397 
displaying 397 
alignment, changing inside cell 219 


All Caps 33 
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alternate word choices see Thesaurus 
alternative versions of slide shows 326 
ancestor charts, creating 353 - 365 
animating objects 323 
animation in slide shows 323 
antonyms 55 
antonyms, finding 419 
Application Bar 215, 266 
description 31 
editing 26 
moving data between documents 32 
printing from 33 
switching between documents 32 
using All Caps from 33 
using Go To from 34 
using Shadow Cursor from 33 
using Typeover from 33 
Application Bar, Corel Presentations 303 
applications 
adding 16 
copying information between 7 
linking and embedding information 7 
merging information between 7 
moving data between 33 
removing 17 
applications, linking data from 275 
archived files 459 
copying 463 
deleting 463 
moving 462 
renaming 462 
area charts, purpose 333 
arrows 
drawing 233 
moving 296 
sizing 296 
arrows, drawing 399 
arrows see lines 
attributes, changing graphics 145 
audience manager 326 
audience notes, printing 310 
auditing tools 
auditing 204 
outlining 204 
auditing, in formula cells 266 
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Auto Outline 281 

auto replace 477 

automatic error correction 418 
axis, data charts with x and y 336 


Back One 154 
back, moving a shape to the 154 
backgrounds 
Clipart 383 
creating 436 
introduction 306 
slide shows 306 
slides 320 
backgrounds in Web documents, changing 
color of 178 
backing up, files 254 
bar charts 237 
bar charts, purpose 332 
BEEP 112 
Bézier curves, drawing 399 
big first letter see drop cap 
bitmaps s 
air brush 388 
blurring 393 
brush properties 389 
creating 387 
cropping 390 
editing 390 
erasing 389 
flood fill 389 
inserting from files 390 
introduction 387 
new 387 
opening files 390 
paint brush 389 
pick up color 389 
replacing colors 389 
saving 394 
selecting areas 391 
selective replace 389 
sharpening 393 
sizing 390 
special effects 393 


tools 388 
transparent colors 388 
zooming to edit pixels 392 
blank notebooks, starting from 209 
blocks of cells, inserting 223 
bold text 413 
bolding text 59 
bookmarks, moving to 34 
bookmarks, using to browse 294 
border options, creating different color 210 
borders 208 
adding to columns 135 
adding to graphics 143 
adding to shapes 153 
changing 235 
changing table 124 
creating manually 210 
description of table 122 
removing 224 
borders, boxes in organization charts 358 
borders see also lines 
bottom to top orientation, organization charts 
360 
box see graphics 
boxes 
adding to bulleted lists 374 
adding to organization charts 355 
appearance in organization charts 358 
branch structure in organization charts 361 
branches, displaying in organization charts 362 
brightness see graphics 
browser, choosing 489 
browsers see Internet 
browsing the Web 182 
brush 
changing properties 389 
shape 389 
width 389 
bubble charts, purpose 333 
built-in formulas see @functions 
bullet charts 
changing 241 
creating 240 
editing 241 
bulleted charts, creating 296 


bulleted lists 
appearance, changing 370 
boxes 374 
bullet options 372 
cascading 324 
centering 373 
creating 368 
editing 369 
fonts 371 
frames 374 
highlighting 374 
introduction 367 
justification 373 
saving 374 
saving styles 375 
saving text 375 
slides, saving 376 
slides, using 316 
tips 367 
bullets 
animating 324 
changing in bulleted lists 372 
Clipart 384 
deleting 369 
editing 369 
options in bulleted lists 372 
bullets and numbers 
applying to existing text 71 
creating bulleted and numbered lists for web 
documents 176 
inserting before typing text 71 


C 


cancelling a selection 38 
captions, creating or editing 142 
cascading, bulleted lists 324 
cell addresses 263 
in formulas 263 
inserting 263 
cell contents 
changing 211 
copying to Clipboard 215 
deleting 211 
cell enhancements 
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cross-tabs 204 
layout capabilities 204 
subscript 204 
superscript 204 
cell formats, 
copying 215 
cell groups, selecting in different locations 212 
cell names 263 
in formulas 264 
inserting 264 
Cell Reference Checker 203 
cells 
affecting formulas in notebooks 267 
centering across 220 
changing lines and fill of table 124 
circular references in 268 
copying 211 
copying formatting from 260 
filling with dates and times 257 
filling with sequences of information 259 
filling with sequences of values 258 
forcing to accept dates 257 
forcing to accept text and dates 273 
formatting using QuickFormat 121 
inserting blocks of 223 
joining 120 
moving 211 
moving and copying to other notebooks 215 
moving to 34 
naming 271 
overlapping 221 
selecting multiple 212 
selecting table 118 
splitting 120 
text exceeding width of 221 
ungrouping 281 
unjoining 220 
cells, removing data from 342 
Center Across Block 220 
center justification 416 - 417 
centering text, across cells 220 
changes, canceling 211 
chart toolbars 204 
charts 


adding data 339 


492 Index 


adding notebook sheet data to 241 
adding/deleting rows or columns 239 


creating 237 
creating exactly 238 
editing 238 
moving 238 
printing 249 
renaming 239 
types 331 
charts see graphics 
check boxes, adding to forms 180 
checking 
grammar 481 
spelling 475 
circles 
creating 233 
circles, drawing 399 
circular arcs, drawing 399 
Clipart 
adding to documents 378 
backgrounds 383 
bullets 384 
inserting 234 
inserting:in documents 140 
introduction 377 
moving 234 
saving as .wpg files 385 
saving as bitmaps 394 
sizing 234 
with Clipart 380 
with data charts 381 
with text 378 
see also graphics 
closed curves, drawing 399 
coaches 203 
codes 
finding 51 
replacing 52 
color, specifying a line 149 
colors 


boxes in organization charts 358 


bullets in bulleted lists 372 


changing background colors in web 


documents 178 
changing hypertext link 178 


changing in bitmaps 389 

changing shape 153 

changing text colors in web documents 178 

connector lines in organization charts 359 

of objects 407 

pictures 407 

replacing in bitmaps 389 

re-using in bitmaps 389 

text boxes 414 

text in bulleted lists 371 

text outlines 415 

transparent in bitmaps 388 
colors, adding to ranges of data 273 
column margins, changing using guidelines 35 
column width, changing using guidelines 35 
columns 

adding borders 135 

adding fill 135 

adding graphics 136 

adding tables 135 

adding to documents 127 

balanced newspaper 128 

changing table column margins 118 

changing table column widths 118 

converting existing text into 130 

creating 130 

creating web 175 

defining 130 

deleting 132 

deleting table 120 

editing with guidelines 132 

editing with the Ruler 134 

formatting 134 

hiding 273 

inserting 222 

inserting in tables 119 

inserting text 131 

justifying text 131 

moving from one to another 131 

newspaper 128 

parallel columns, converting into tables 116 

parallel columns with block protect 129 

rearranging text in 253 

resizing 221 

resizing exactly 222 


resizing to widest cell 221 
selecting 212 
selecting table 118 
setting all to new width 224 
specifying width and space 131 
turning off 131 
turning on 130 
types 127 
columns and rows 
hiding 273 
locking 274 
transposing 216 
columns, organization charts 361 
combination, slides, using 320 
concordance file see indexes 
Conditional Color 273 
connector lines, organization charts 359 
conserving disk space during installation 15 
contouring text 420 
contrast see graphics 
Copy button 215 
copying 
archived files 463 
data in data charts 342 
files and folders 470 
objects 406 
Corel Address Book 449 - 466 
Corel Barista 485 
placing a document on a web server 486 
publishing slide shows with 429 
publishing to 188 
saving documents 188 
Corel Presentations 
advanced techniques 427 
Application Task Bar 303 
Audience Manager 326 
examples 441 
exiting 311 
getting started 301 
introduction 301 
Property Bar 303 
QuickMenus 302 
toolbars 302 
tools 302 
Corel Quattro Pro 
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customizing 204 
making it work like other applications 205 
Corel Quattro Pro examples 295 - 297 
Corel Quattro Pro, importing data into Corel 
Presentations 438 
Corel Version Control 449 - 466 
Corel Web Site 12 
Corel WordPerfect 
outline, importing into slide outliner 314 
publishing notes to 438 
Corel WordPerfect bars, hiding 26 
cropping bitmaps 390 
cross-tabs 204 
currency, entering 213 
curves, drawing 400 
custom installation 15 


Cut button 215 


D 


DAD (Desktop Application Director) 449 - 466 
adding icons 465 
changing 465 
editing icons 466 
exiting 466 
properties 465 
removing icons from 466 
starting 464 
using 464 

data 
adding comments to 272 
copying in data charts 342 
cutting in data charts 342 
deleting from data charts 342 
filtering 277 
formatting in data charts 343 
identifying information from 278 
labels, adding to data charts 345 
linking between notebooks 274 
moving between applications 33 
moving between documents 32 
organizing 271 
outlining 204 
pasting in data charts 342 
presenting graphically 237 
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printing 247 
protecting from edits 273 
saving from data charts 351 
sharing among applications 275 
sorting 277 
sorting using multiple columns 279 
summarizing 280 
summarizing with color 283 
data analysis tools 
adding comments 272 
auditing 204 
creating locked on-screen titles 271 
filtering 277 
macros 287 
naming cells 271 
data charts 
adding data 339 
area charts 333 
bubble charts 333 
choosing 331 
closing data chart editor 341 
copying data 342 
creating 338 
cutting data 342 
data labels 345 
deleting data 342 
deleting rows and columns 341 
editing 341 
formatting data 343 
formatting dates 343 
frames 349 
grid lines 348 
high/low charts 335 
importing data from Corel Quattro Pro 438 
inserting rows and columns 341 
introduction 331 
labels 345 
legends 344 
line charts 332 
mixed charts 333 
moving data 342 
new 338 
pasting data 342 
perspective, changing 347 
pie charts 332 


radar charts 335 

saving 350 

saving data 351 

scatter charts 334 

slides, saving 351 

styles, saving 350 

subtitles 343 

surface charts 334 

titles 343 

types of charts 331 

using data chart slides 318 

using styles 350 

with Clipart 381 

xy charts 336 
data files, creating 100 
database access tools 204 
database information, importing 284 
Datasheet, entering data 339 
DATE 112 
Date and Time 40 

changing format 40 

inserting 40 
dates 

entering 257 

entering in different format 257 

forcing cells to accept only 273 

formatting 257 
dates, formatting in data charts 343 
default fonts, changing document 61 
defining 

columns 130 

indexes 94 

QuickCorrect words 44 

table of contents 91 
definition list, creating for web documents 177 
delaying, slides in a slide show 323 
deletions, restoring 211 
deselecting toolbars 31 
Desktop Applications Director see DAD 
diagonal lines, drawing 149 
dialing from the Address Book 455 
different versions of a slide show 326 
disk space, conserving during installation 15 
document examples 295 - 297 
DOCUMENT (filename) 112 


documents 
adding columns 127 
adding graphics 139 
adding tables 115 
adding text boxes 141 
building Internet 169 
building SGML 185 
changing default fonts 61 
changing fonts within 61 
checking grammar 55 
checking spelling 54 
closing 42 
copying information 50 
creating 37 
creating charts in 147 
creating drawings in 147 
creating Internet links using QuickLinks 171 
creating new web 172 
deleting a style 80 
editing 49 
editing web 174 
formatting 59 
formatting for the Internet 172 
inserting as icons 294 
inserting Clipart 140 
inserting shapes 152 
inserting stored on Internet 293 
mass-producing 97 
merging to 105 
moving data between 32 
opening 41 
pasting information into 50 
printing 44 
proofreading 55 
publishing to Corel Barista 188 
publishing to different formats 187 
publishing to HTML 187 
removing information 50 
saving 42 
saving Corel Barista 188 
specifying number of pages for 81 
spell-checking 54 
structuring 85 
switching between 32 
documents, publishing to Corel Barista 486 
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DOS menus, changing to 206 
DOS spreadsheets, changing menu structures 
205 
double-spacing text 415 
doughnut charts slices, exploding 239 
dragging a feature from one menu to another 24 
drawing 
introduction 397 
shapes 399 
tools 399 
drawing area, displaying 304 
Drawing Layer 22 
drawing tools 235 
drawing tools, sophisticated 235 
drawings 
creating 313 
opening 310 
printing 308 
drawings, creating 147 
drop caps, creating 158 
duplicating 
data in data charts 342 
objects 406 


edit chart 238 
editing, slides 307 
editing keys 411 
editing, protecting data from 273 
ellipses, drawing 400 
elliptical arcs, drawing 399 
e-mail, merging to 111 
embedding 
Internet documents 293 
text from other applications 275 
embedding objects, into other applications 275 
embossing bitmaps 393 
enlarge the view 303 
envelopes, merging to 107 
Equation Editor 156 
equations 
creating 157 
deleting 157 
editing 157 
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eraser, using 389 
ERR messages 268 
ERR references 275 
ERR values 

adding color to 273 
errors, correcting automatically 418 
examples, Corel Quattro Pro 295 
examples, Corel Presentations 441 - 446 
exiting 

Corel Presentations 311 

Corel Site Builder 492 

DAD 466 
exporting 

Address Book entries 454 

data from data charts 351 

text 422 


extranets see Internet 


F 


fabric fills 407 
family trees, creating 353 - 365 
fancy text, creating 232 
Favorites 472. 
features 
adding to menus 23 
adding to toolbars 24 
dragging between menus 24 
field properties, editing in forms 182 
fields, adding to organization charts 356 
fields, undoing 284 
file management dialog boxes 
customizing 473 
using 467 
File Options 255 
file servers see Internet 
files 
archiving 459 
backing up 254 
closing 216 
comparing 463 
converting 472 
copying 470 
deleting 470 


document 42 


fill 


favorites 472 

managing 467 

moving 470 

opening 41 

opening in another format 253 
opening Internet 291 

opening into notebooks 253 
previewing 471 

printing 468 

protecting with passwords 216 
renaming 469 

save as 472 

saving 42 

saving in HTML format 291 
saving Internet 291 

saving to other formats 255 
viewing properties 472 


adding to columns 135 
adding to graphics 143 
adding to shapes 153 
changing graphics images 145 
changing table 125 

changing table cell 124 


fill colors 


adding 208, 295 


fills, changing 235 

filtering data (Data Modeling Desktop) 285 
Find and Replace 51 

finding 


synonyms and antonyms 419 
words, phrases, or codes 51 


fixing errors 


in macros 289 
using auditing 266 


flipping 


left to right 404 
objects 404 
top to bottom 404 


flood fill, using 389 

flow of text around shapes, changing 155 
flush-right text 417 

folders 


copying 470 
creating 469 


deleting 470 
favorites 472 
moving 470 
viewing properties 472 
font sizes, changing 296 
fonts 
accessing options 230 
applying 208 
bulleted lists 371 
changing 208 
changing and modifying 60 
changing face 61 
changing size 61 
changing styles 61 
changing the default font 60 
changing within documents 61 
colors 414 
in organization charts 358 
selecting font faces, sizes, and styles 61 
text boxes 413 
footers see headers and footers 
forcing, cells to accept text and dates 273 
formats, applying to blocks of cells 281 
formats, publishing to different 187 - 189 
formatting 
an existing document for the Internet 172 
applying with a style 260 
cells with QuickFormat 121 
columns 134 
copying from one cell to another 260 
documents 59 
making changes to 211 
paragraphs using Paragraph Format dialog 
box 70 
paragraphs using the Ruler Bar 69 
tables using QuickFormat 121 
tables using SpeedFormat 121 
forms, adding check boxes 180 
adding hidden fields 182 
adding password fields 181 
adding radio buttons 180 
adding reset buttons 181 
adding selection lists 180 
adding submit fields 181 
adding text boxes and text lines 181 
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adding to web documents 178 
creating for web documents 180 
editing field properties 182 
formula cells, updating 264 
Formula Composer, fixing errors using 268 
formula errors 267 
formulas 
adjusting to new locations 269 
calculating as you go 264 
changing to original 269 
copying 269 
creating 263 
creating simple 263 
editing 266 
inserting numbers into existing 265 


tracing backwards through notebooks 267 


Forward One 154 
fractions, in formulas 263 
frames 

bulleted lists 374 

displaying in data charts 349 
freehand lines, drawing 400 
front, moving a shape to the 154 
ftp sites, opening 291 
full page view 303 
full size view 303 


G — 
General Status 34 
General, default alignment setting 219 
getting started, Corel Presentations 301 
GIF 387 - 395 
Go To 34 
Gopher files, opening 291 
grammar 

checking 419 

replacing words and phrases 481 
grammar, checking in documents 55 
Grammar-As-You-Go 22, 43 
Grammatik 

checking styles 481 

customizing 482 

using 480 
graphics 
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adding arrows to the ends of lines 155 

adding borders 143 

adding captions 142 

adding fill 143 

adding graphics lines 148 

adding shadows to shapes 155 

adding text boxes 141 

adding to columns 136 

adding to documents 139 

adjusting brightness 145 

arranging and ordering shapes 154 

changing attributes 145 

changing fill 145 

changing flow of text around shapes 155 

changing patterns and colors of shapes 153 

constraining lines and shapes 152 

contrast 145 

converting to black and white 145 

copying 50 

copying the format of 147 

creating a custom graphics line 149 

creating drawings 147 

cutting 50 

deleting M6 

description of graphics box 139 

drawing a line by hand 149 

editing 144 

editing images in Corel Presentations 146 

editing shapes 153 

editing shapes using points 154 

flipping images 145 

graphics box, inserting with Shadow Cursor 
140 

graphics line options 149 

grouping shapes 154 

inserting a predefined horizontal or vertical 
line 148 

inserting Clipart images 378 

inserting Clipart in documents 140 

inserting shapes 152 

moving 145 

moving shapes to the back 154 

moving shapes to the front 154 

reversing the direction of arrows on the 
ends of hand-drawn lines 155 


rotating images 145 
rotating text in a graphics box 141 
selecting 144 
selecting line styles 149 
sizing 145 
specifying horizontal and vertical line position 
150 
specifying line colors 149 
specifying line spacing 149 
specifying line thickness 149 
specifying the length of lines in documents 
150 
specifying the length of lines in web 
documents 178 
using QuickFormat 147 
zooming in or out 145 
graphics box see graphics 
Graphics Line see graphics 
erid 
displaying 397 
snap objects to 397 
erid lines, changing in data charts 348 
erid lines, removing 224 
grouping, Address Book lists 456 
grouping objects 405 
guidelines 
changing column margins 35 
changing column widths 35 
changing distance below headers or above 
footers 35 
changing margins 35 
description 34 
displaying 35 
editing columns 132 
using 35 
guides, alignment, displaying 397 


H 


hand-drawn lines, creating 149 
handouts, printing 310 
hard page breaks, removing 228 
header rows, creating in tables 120 
headers and footers 

adding 227 


changing distance above a footer using 
guidelines 35 
changing distance below headers using 
guidelines 35 

creating 72 

deleting 73 

editing 73 

viewing 227 
headings, creating in web documents 174 
Help 

context-sensitive 10 

Corel Web Site 12 

Overview topics 10 

PerfectExpert 10 

QuickTips 10 

QuickTips in dialog boxes 10 

Reference Center 11 

using 9 
hidden fields, adding to forms 182 
high/low charts, purpose 335 
Highlight see highlighting text 
highlighting 

removing 50 

text 49 

turning on or off 49 
horizontal branches in organization charts 361 
HTML 

forms 22 

publishing to 172 

slide shows, publishing 428 

see also Internet 
HTML documents, inserting 293 
HTML format, saving files in 291 
hyperlinks see links 


identifying, information from data 278 
image behind text see watermarks 
image see graphics 
images, inserting 378 
imported data, updating 285 
importing 
Address Book entries 454 
data from Corel Quattro Pro 438 
outlines for slide shows 314 
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outlines into organization charts 355 
text 410 
indenting 416 
indenting, paragraph lines 220 
indexes 
creating 92 
creating a concordance file for 93 
defining 94 
generating 94 
marking text for 92 
information 
adding to organization charts 355 
cutting and copying 50 
pasting 50 
sharing between applications 438 
information, joining in tables 285 
input lines 208 
installing 
applications 14 
common questions 14 
conserving disk space 15 
custom installation 15 
installation type 15 
reinstalling or adding components 16 
reinstalling specific files 16 
removing applications 17 
suite 13 
Intel MMX 6 
interactive slide show, creating 429 
interface, Corel Presentations 305 
international charcters, inserting 258 
international settings 
character sets 205 
currency 205 
date 205 
punctuation 205 
time 205 
Internet 
adding forms to web documents 178 
browsers see description of browsers 
browsing the Web 182 
building documents for 169 
changing color of hypertext links in web 
documents 178 


changing text colors in web documents 178 
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creating address paragraphs in web 
documents 176 
creating bulleted and numbered lists in web 
documents 176 
creating definition lists for web documents 
177 
creating forms 180 
creating headings in web documents 174 
creating HTML tables in web documents 
176 
creating hyperlinks for web documents 177 
creating links in documents using 
QuickLinks 171 
creating new web documents 172 
creating paragraphs in web documents 175 
creating paragraphs indented on both sides 
in web documents 175 
creating web columns 175 
description of browsers 170 
description of extranets 170 
description of file servers 170 
description of intranets 170 
description of Web Editor 174 
description of World Wide Web 170 
document, building 169 
editing web documents 174 
extranet requirements 170 
formatting existing documents for the 
Internet 172 
intranet requirements 170 
linking to information on 292 
publishing document to view on 291 
publishing to HTML 172 
requirements 170 
specifying graphics lines in web documents 
178 
specifying titles in web documents 174 
updating links from 293 
internet applications 485 - 493 
Internet documents, inserting 293 
Internet files, opening 253, 291 
Intranet documents, inserting 293 
intranets see Internet 
introduction 
Corel Presentations 301 
invoices, creating 208 


italic text 413 


Java 485 
Java technology 291 
Join 220 
joining 
cells 220 
common fields 285 
information in tables 285 
JPEG 387 
justification 
bulleted lists 373 
center 416 
left 417 
right 417 
justifying 
current paragraph 65 
from the current paragraph forward 65 
text 65 
text in columns 131 


K 


KEYBOARD (prompt) 112 
keystrokes 
adding to menus 23 
adding to Proberty Bar 25 
adding to toolbars 24 
editing in text boxes 411 
moving inside text boxes 411 


L 


labels 210 
description of 210 
displaying in data charts 345 
entering 210 
merging to 109 
merging with Address Book 109 
see also values 
landscape orientation see pages 
language defaults 205 
language settings, changing 205 
large icons 473 


layouts 


creating 437 
customizing 315 
slide shows 306 


left justification 417 
legends 


adding to data charts 344 
creating 297 


length 


specifying line length in documents 150 
specifying line length in web documents 178 


Light Table 242-243 
line charts, purpose 332 
lines 


adding arrows to the ends of hand-drawn 155 

adding graphics 148 

changing table 125 

changing table cell 124 

connectors in organization charts 359 

constraining 152 

creating custom graphics 149 

creating manually 210 

creating multiple in one cell 220 

cutting, copying, and pasting graphics 150 

description of inside and outside table 123 

description of table 122 

drawing 233 

drawing by hand 149 

grid, changing in data charts 348 

keeping specific number together 81 

reversing the direction of arrows on the ends 
of hand-drawn 155 

seleting a graphics line style 149 

spacing, changing 415 

specifying a custom horizontal or vertical 
graphics 149 

specifying graphics line color 149 

specifying graphics line length 150 

specifying graphics line spacing 149 

specifying graphics line thinkness 149 

specifying horizontal position 150 

specifying the length and width or horizontal 
lines in web documents 178 

specifying vertical position 150 

text, creating 409 


Index 501 


lines see also borders 
linking 
data between notebooks 274 
objects from other applications 275 
objects into other applications 275 
to Internet documents 293 
to Internet information 292 
to notebooks on Internet 274 
links 
changing color of hyperlinks 178 
creating hyperlinks 177 
maintaining notebook 274 
removing all 275 
updating Internet 293 
see also QuickLinks 
Links command, Edit menu 274 
lists 
creating bulleted and numbered for web 
documents 176 
creating definition lists for web documents 
ae 
locked on-screen titles, creating 271 
logos, creating with Clipart 295 


macro language, description of 163 
macros 

adding to menus 24 

adding to Property Bar 25 

adding to toolbars 24 

editing 166 

moving/copying 289 

online macros manual 164 

pausing 164 

pausing/resuming 288 

playing 165 

recording 287 

recording standard macros 164 

recording template macros 164 

storing 289 

types of 287 

writing from scratch 288 
magnifying 

area 303 

drawing 303 
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Make It Fit 81 


making the first letter of a paragraph big see 


drop cap 

managing files 467 - 474 
mapping network drives 471 
maps 

creating 245 

editing 246 

guidelines for creating 245 

moving 246 

printing 249 

region names 245 

sizing 246 
margins 

changing 226 

changing exactly 226 


changing side margins using the Ruler 67 


changing table column 118 
changing using guidelines 35 
specifying new settings 68 
mass-producing documents 97 - 114 
master documents 
condensing 89 
creating 88 
definition of 87 
expanding 89 
generating 89 
link icons and comments 89 
removing subdocuments 89 
subdocument definition 87 
master gallery, using 306 
master slides, creating from scratch 243 
masters 
choosing 306 
creating 436 
slide show 306 
math operations 214 
Menu Bar Editor 23 
menus 
adding cascading menus 24 
adding features 23 
adding keystrokes 23 
adding macros 24 
adding programs 24 
creating 23 


editing 23 
moving features 24 
resetting defaults 24 
Merge 111 
merge codes see merging 
merge commands see merging 
merging 
basic merge commands 111 
creating data files 100 
creating form documents 104 
data source 97 
data table file 100 
data text file 99 
definition of 97 
form documents 97 
information between applications 7 


inserting additonal mege codes in form 


documents 105 

labels with Address Book 109 

labels with data files 109 

merge codes 98 

to documents 105 

to e-mail 111 

to envelopes 107 

to tables 107 
Microsoft Excel, macros 290 
mirroring objects 404 
mixed charts, purpose 333 
mosaic bitmaps 393 
movement keys 411 
moving 

cell contents 215 

cell formatting 215 

objects 406 
multimedia slide shows, creating 434 
multimedia, elements in slide shows 323 
multiple cell lines, creating 220 
multiple cells, changing 230 
multiple columns, using to sort data 279 


NA messages 267 - 268 
nature fills 407 
nature, slide show masters 306 


network drives 
disconnecting 471 
mapping 471 
newspaper columns see columns 
noncontiguous blocks, specifying 254 
non-recordable tasks 287 
notebooks 
creating 207 
linking data between 274 
maintaining links 274 
opening 209 
opening same 254 
previewing before printing 247 
restoring 255 
saving portions of 254 
tracing errors in 266 
notes 
audience, printing 310 
publishing to Corel WordPerfect 438 
speaker, printing 309 
speaker, writing 321 
number entries 
leading symbols 213 
scientific notations 213 
numbers 
changing alignment of 213 
changing formatting of 213 
entering 213 
inserting into existing formulas 265 
rules for entering 213 
totaling 214 
see also values 
Numeric Format 257 
numeric formats, data charts 343 


0 
objects 
adding depth 404 
animating 323 
arranging 406 
centering 406 
colors, changing 406 
copying 406 
cutting 406 
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editing 401 
flipping 404 
grouping 405 
linking/embedding 275 
moving 401 
moving groups 405 
pasting 406 
picture fills 407 
positioning 406 
properties, changing 406 
rotating 403 
saving as bitmaps 394 
selecting 307 
selecting multiple objects 401 
separating 405 
shaping 401 
shifting 397 
sizing 401 
sizing proportionally 402 
skewing 403 
texture fills 407 
ungrouping 405 
warping 405 
Objects page 238 
Objects page, printing from 249 
objects, linking/embedding 275 
OLE 
embedding an object 7 
linking an object 7 
open options, customizing 255 
operators, in formulas 263 
optional arguments, in @functions 266 
organization charts 
adding fields 356 
adding information 355 
adding more information 356 
adding phone numbers 356 
adding positions 355 
appearance options 357 
box attributes 358 
branch structure 361 
connector lines 359 
creating 354 
displaying parts 362 
displaying whole 362 
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editing 356 
fields 356 
fonts 358 
horizontal branches 360 
importing outlines 355 
introduction 353 
orientation 360 
saving 363 
saving as outlines 364 
saving styles 363 
slides, saving 364 
tips 354 
using organization chart slides 319 
vertical branches 360 
organizations 
adding to the Address Book 450 
outline color and width in text 415 
outline groups 
expanding/collapsing 281 
sorting 282 
outliner, slide show 306 
outlines 
creating 280 
creating automatically 280 
hiding/showing 281 
importing for slide shows 314 
importing into organization charts 355 
removing 281 
saving organization charts as 364 
using Bullets & Numbering to build 86 
outlines, creating 85 
outlining data 204 
outlining, slide shows 313 
overlapping cells 221 
overlaying 
Clipart on Clipart 380 
Clipart on data charts 381 
text on Clipart 378 


page breaks 
inserting 227 


removing 228 
page definition, selecting 75 


page number, moving to a 34 
page size and orientation see pages 
Page View 225 
PAGEOFF 112 
PAGEON 112 
pages 
centering 71 
changing the position of shapes on 153 
moving to positions on 34 
numbering 74 
orientation 74 
page size 74 
printing current 44 
printing multiple 44 
specifying the number of 81 
paint brush, using 389 
painting in bitmaps 389 
paper size, selecting 224 
paragraph lines, indenting 220 
paragraphs 
creating 409 
creating address paragraphs in web 
documents 176 
creating in web documents 175 
creating paragraphs indented on both sides in 
web documents 175 
formatting using Paragraph Format dialog box 
70 
formatting using the Ruler 69 
indenting 64 
returning formatting to previous settings 70 
parallel columns see columns 
parentheses, in formulas 263 
password fields, adding to forms 181 
Paste 50, 216 
Paste button 215 
pasting 
data in data charts 342 
objects 406 
patterns see graphics 
pausing, print jobs 249 
PerfectExpert 10, 11, 21 
PerfectScript 288 
PerfectScript see macros 
perspective, changing in data charts 347 


phone numbers, adding to organization charts 
356 
pick up color, using 389 
pictures 
boxes in organization charts 358 
filling objects 407 
inserting 378 
using for colors 407 
pie chart slices, exploding 239 
pie charts 
purpose 332 
tips 337 
using 337 
pixels, editing 392 
points see shapes 
polygons, drawing 400 
polylines, drawing 400 
portable slide shows, creating 325 
portable slide shows, viewing 325 
portrait orientation see pages 
position, specifying horizontal and vertical line 
150 
positioning 
objects 406 
shapes on pages 153 
POSTNET(string) 112 
predefine content components 489 
Preferences see Settings 
previewing 
making changes after 248 
notebooks 247 
previous view, return to 303 
PRINT 112 
print jobs 
canceling 249 
pausing 249 
viewing status of 249 
Print Preview 247 
print settings, adjusting 249 
print, changing default font 60 
printers 
adding 247 
selecting 247 
setting up 247 
printers, selecting 247, 308 
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printing 

audience notes 308 

charts/maps from notebook sheets 249 

current page 44 

data 247 

drawings 308 

files 468 

from Application Bar 33 

from Objects page 249 

handouts 308 

labels with Address Book 110 

multiple pages 44 

selected text 44 

slide shows 308 

speaker notes 308 

web sites 491 
printout, slide show masters 306 
prints jobs, viewing status of 249 
program icons, adding to DAD 465 
programs 

adding to menus 24 

adding to the Property Bar 25 

adding to toolbars 24 
PROMPT (message) 113 
Prompt-As-You-Go 43 
proofreading documents 55 
properties 

DAD 465 

objects 406 
Property Bar 21 

adding keystrokes 25 

adding macros 25 

adding programs 25 

description of 30 

editing 25 

moving buttons 26 

moving separators 26 

tables 117 

using 30 
Property Bar, Corel Presentations 303 
Property Bars 204 
publishing 

slide shows as HTML 428 

slide shows to Corel WordPerfect 438 


slide shows to web formats 427 
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slide shows with Corel Barista 429 
to Corel Barista 486 
web sites 492 


Quattro Pro for DOS, setting compatibility keys 
205 
Quick3-D 404, 420 
QuickArt see also Clipart 
QuickButtons, creating URL-specific 292 
QuickCell 204 
QuickColumns 254 
QuickCorrect 
defining words for 44 
using 43, 416 
QuickFilters, using to sort 278 
QuickFit 221 
QuickFormat 
copying the format of a shape 153 
copying the format of cells 121 
copying the format of graphics 147 
copying the format of tables 121 
copying the format of text 77 
QuickKeys, adding 431 
QuickLinks 
adding 430 
adding words to 171 
creating Internet links in documents 171 
deleting words from 171 
description of 22 
invisible 431 
using 171 
QuickLinks, creating 292 
QuickMenus, Corel Presentations 302 
QuickSpots see Property Bar 
QuickStyle see styles 
QuickWarp 421 
OUE M3 


radar charts, purpose 335 
radio buttons, adding to forms 180 


range of cells, moving to a 34 
recording macros see macros 


records 

line 76 

merge 76 

paragraph 76 

parallel column 76 

sorting 76 

subdividing 76 

table 76 
rectangles, drawing 399 - 400 
Redo see Undo and Redo 
reducing the view 303 
Reference Center 11 
regular polygons, drawing 400 
reinstalling 

components 16 

specific files 16 
relative references 204 
removing 

data from data charts 342 

icons from DAD 466 

rows and columns in data charts 341 
renaming 

archived files 462 

files 469 
REPEATROW 113 
reset buttons, adding to forms 181 
resizing 

columns to widest cells 222 

rows 221 

rows/columns exactly 222 
retrieving 

archived files 462 

drawings 310 

organization chart styles 363 

slide shows 310 
REWRITE 113 
right justification 417 
right-aligning text 417 
rotating graphics images 145 
rotating objects 403 
rounded rectangles, drawing 400 
rOWS 

adding to data charts 341 

deleting from data charts 341 

deleting table 120 


hiding 222 

inserting 222 

inserting in tables 119 

resizing 221 

selecting 212 

selecting table rows 118 
rows and columns 

adjusting 221 

hiding 222 

inserting 222 

inserting partial 223 

locking 271 

resizing 221 

resizing exactly 222 

transposing 216 
Ruler 

changing side margins 67 

changing tab settings 62 

changing table column margins 118 

changing table column widths 118 

changing table size 118 

editing columns 134 

formatting paragraphs 69 
Ruler, displaying 397 
runtime slide shows 

creating 325 

viewing 326 


save options, customizing 255 

scatter charts, purpose 334 

Scrapbook of Clipart 377 - 385 
Scrapbook, inserting Clipart using the 140 
searching the Address Book 453 


See your last editing action see Undo and Redo 
See your last undo action see Undo and Redo 


selecting 
cancelling a selection 38 
line styles 149 
objects 307 
page definition 75 
table cells 118 
table columns 118 
table rows 118 
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tables 117 

tabs 64 

text 38 

toolbars 31 
selection list, adding to forms 180 
selective replace, using 389 
self-running slide show, creating 432 
Settings 23 
SGML 

building documents in 185 

description of 185 

using in Corel WordPerfect 186 
Shadow Cursor 

inserting a graphics box using 140 

turning on 39 

typing in document's white space using 39 
shadows, adding to shapes 155 
shapes 

adding borders and fill 153 

adding shadows 155 

adding to charts or maps 234 

arranging and ordering 154 

bullets in bulleted lists 372 

changing flow of text around 155 

changing patterns and colors 153 

changing position 153 

constraining 152 

copying 233 

creating 152 

customizing 234 

deleting 234 

drawing 233 

editing 153 

editing using points 154 

grouping 154 

inserting 152 

moving 233 

moving to the back 154 

moving to the front 154 

ordering 154 

sizing 153 

using QuickFormat 153 

wrapping text around 153 
shaping 

objects 405 
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text 421 
sharing, data among applications 275 
sharing information between applications 438 
sheets 
changing column width for 224 
inserting 223 
naming 223 
selecting the same block on multiple 212 
shorter objects 402 
Show on the Go 325 
simple formulas, creating 263 
simple math 
adding 214 
dividing 214 
multiplying 214 
subtracting 214 
single-spacing text 415 
sizing 
bitmaps 390 
fonts 413 
objects 401 
objects proportionally 402 
text areas 410 
skewing objects 403 
slanting objects 403 
slide editor 315 
slide outliner 313 
slide shows 
alternative versions 326 
backgrounds 306 
changing slides 322 
creating 241 
creating alternative versions 326 
creating runtime shows 325 
displaying information about slides 307 
hiding pointers in 244 
importing outlines 314 
interactive, creating 429 
layouts 306 
layouts, creating 437 
masters 306 
masters, choosing 306 
masters, creating 436 
multimedia, creating 434 
opening 310 


organizing 321 
outliner 306 
outlining 313 
playing 244 
portable 325 
printing 309 
publishing as HTML 428 
publishing in web formats 427 
publishing with Corel Barista 429 
saving 311 
self-running, creating 432 
slide editor 307 
slide sorter 307 
sound, adding 324 
templates 313 
transitions between slides 322 
views 306 
slide sorter 321 
slides 
advancing 323 
background slides 320 
bulleted list slides 316 
combination slides 320 
data chart slides 318 
editing 315 
layouts, customizing 315 
organization chart slides, using 319 
organization charts, saving 364 
organizing 321 
printing 309 
rearranging 307 
saving 351 
skipping while playing slide shows 326 
sorting 321 
text slides 317 
title slides 316 
using data chart slides 318 
small icons 473 
Snap to Grid 397 
sorting 
addresses 453 
performing a sort 76 
records 76 
slides 307 
text 75 


sounds, in slide shows 324 
soundtracks in slide shows 324 
spacing, specifying line 149 
speaker notes 
printing 309 
writing 321 
special effects 
bitmaps 393 
text 419 
specific codes, replacing 53 
specifying 
transparent colors in bitmaps 388 
SpeedFormat 209 - 210 
SpeedFormat, applying styles to tables with 121 
Spell Checker 
adding words 477 
auto replace 477 
customizing 476 
using 475 
Spell-As-You-Go 42 
spray paint 388 
spreadsheets, creating 207 - 217 
spreadsheets see also notebooks 
squares, creating 233 
status of print job, viewing 249 
stereograms in bitmaps 393 
stone fills 407 
storing, macros 289 
styles 
applying 260 
applying formatting with 260 
applying to tables with SpeedFormat 116 
applying to text 79 
bulleted lists, retrieving 375 
bulleted lists, saving 375 
changing font 61 
connector lines in organization charts 359 
copying 80 
creating QuickStyles 79 
data chart, saving 350 
data charts, using 350 
definition of 78 
deleting from a document 80 
description of table fill 124 
editing predefined bullets and numbers 71 
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kinds of styles 78 
organization charts, using 363 
retrieving 80 
saving 80 
saving, organization charts 363 
selecting line styles 149 
turning off character styles 80 
turning off document styles 80 
turning off paragraph styles 79 
see also formatting properties 
subdocuments see master documents 
submit buttons and submit image fields, adding 
to forms 181 
subscript 204 
subtitles, adding to data charts 343 
summarizing data 282 
in outlines 280 
using color 283 
superscript 204 
surface charts, purpose 334 
switching, between documents 32 
synonyms 55 
synonyms, finding 419 
syntax errors, fixing 267 


T 


tab colors, changing 224 
table of contents 
creating 90 
defining 91 
generating 91 
marking 91 
tables 
adding to columns 135 
adding to documents 115 
applying styles with SpeedFormat 116 
basic componants of 115 
changing borders 124 
changing column margins 118 
changing column widths 118 
changing lines and fill 125 
changing size 118 
converting tabular text or parallel columns 
into 116 
copying 50 
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copying format 121 
creating 116 
creating formatted 295 
creating HTML 176 
creating table header rows 120 
deleting 117 
deleting columns and rows 120 
description of fill styles 124 
description of inside and outside lines 123 
description of lines and borders 122 
editing 117 
enhancements 22 
indenting text in 64 
inserting columns and rows 119 
joining cells 120 
justifying text in tables 65 
merging to 107 
moving to 34 
selecting 117 
selecting cells 118 
selecting columns 118 
selecting rows 118 
sizing 118 
splitting cells 120 
undoing deletions 120 
undoing formatting 121 
using Property Bar to edit 117 
using QuickFormat to copy the format of 
tables with 121 
using SpeedFormat for 121 
tabs 
adding 62 
changing 64 
changing settings using the Ruler 62 
clearing 64 
deleting 64 
displaying tab bar 63 
moving 64 
selecting 64 
tax rates, specifying 208 
templates 203 
in Corel Site Builder 488 
temporary backup files, saving 254 
text 
accessing font options 230 


adding depth 420 
aligning 213 

aligning vertically 219 
animating 323 
appearance, changing 412 


applying bullets and numbers to existing 71 


applying styles to 79 
attributes 413 

bolding 59 

bulleted lists, saving 375 
centering 295 

centering vertically 220 
changing 208 

changing color 230 


changing colors in Web documents 178 
changing flow of around shapes 155 


changing the look of 229 
colors 414 

colors in bulleted lists 371 
contouring 420 

converting into columns 130 
copying 50 

copying format 77 

creating 409 

creating fancy 232 

cutting 50 

deleting 39 

editing 411 

editing in bulleted lists 369 
emphasizing 59 

entering 210 

entering and polishing 257 
exporting 422 

finishing 418 

flush right 417 

font size 413 

fonts 413 

forcing cells to accept only 273 
formatting 415 

grammar checking 419 
highlighting 49 

importing 410 

indenting 64 

inserting 38 


inserting bullets and numbers before typing 
71 
inserting in a graphics box 141 
inserting in columns 131 
introduction 409 
italicizing 59 
justification 417 
keeping together 81 
line spacing 415 
moving 38 
oultine color and width 415 
printing selected 44 
See putting images behind see watermark 
QuickCorrect 418 
replacing using Find and Replace 52 
rotating 45 degrees 295 
rotating in a box 220 
rotating in a graphics box 141 
rotating vertically 219 
selecting 38 
shaping 421 
shaping with TextArt 296 
sizing 410 
slides, using 317 
sorting 75 
special effects 419 
spell checking 418 
style 413 
thesaurus 419 
underlining 59 
warping 421 
with Clipart 378 
wrapping around shapes 153 
see also labels 
text box 
adding to chart or map 231 
creating 231 
deleting 231 
editing 231 
text boxes and text lines, adding to forms 181 
text boxes, sizing 410 
text boxes see graphics 
text color 
changing 230 
seeing 231 
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text entries 210 
text files 
inserting 253 
rearranging in columns 253 
text in a box 
changing 231 
creating 296 
sizing 231 
TextArt 208, 229, 232 
TextArt, using 422 
textures 
boxes in organization charts 358 
filling objects 407 
themes, slide show masters 306 
Thesaurus 55 
customizing 480 
insertign words into your document 479 
looking up words 478 
replacing words 479 
using 478 
using in Corel Presentations 419 
thinner objects 402 
time delay between slides in a slide show 323 
times, entering 257 
tips 
bulleted lists 367 
organization charts 354 
pie charts 337 
xy charts 336 
titles, adding to data charts 343 
titles, specifying for web documents 174 
Toolbar Editor 24 
toolbars 
accessing features 204 
adding features 24 
adding keystrokes 24 
adding macros 24 
adding programs 24 
choosing 31 
creating 24 
description 30 
displaying 31 
editing 24 
hiding 31 
moving buttons 25 
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moving separators 25 
Property Bar and toolbars, using 30 
tools 
bitmaps 388 
Corel Presentations 302 
drawing, using 399 
regular polygon 400 
Trace Dependents 267 
Trace Precedents 267 
transparent colors in bitmaps 388 
tree view 473 
triangles, drawing 399 
TrueType fonts 230 
Typeover 33 
turning off 34 
turning on 33 
undoing 34 
using from Application Bar 33 
typing in a document’s white space see Shadow 
Cursor 


U 


UNC (Universal Naming Convention) 293 
Undelete 23 

underline text 413 

Undo and Redo 41 

ungrouping objects 405 

updating, Internet links 293 

URL (Universal Resource Locators 293 


V 


values 
adding color to 273 
entering 210 
See numeric values text values 
see also numbers 
Version Control 449 - 466 
archiving files 459 
comparing files 463 
copying files 463 
deleting files 463 
disabling 458 
enabling 458 
moving files 462 


renaming files 462 
retrieving archived files 462 
viewing file properties 460 
viewing files 461 
versions of a slide show 326 
vertical branches in organization charts 361 
viewing 
actual size 304 
file properties 460 
files 461 
folder properties 472 
full page 303 
full size display 303 
pages 225 
pixels in bitmaps 392 
runtime slide shows 326 
slide shows 324 
status of print job 249 
web sites 491 
views 
changing 304 
changing in organization charts 362 


restoring previous view 304 
slide shows 306 


W : 
WAIT (1/10s of a second) 113 
wallpaper in web documents, changing 178 
warping 
objects 405 
text 421 
watermarks 
creating 160 
turning off 160 
web documents 
adding forms 178 
changing background color 178 
changing color of hypertext links 178 
changing text color 178 
changing wallpaper 178 
creating address paragraphs 176 


creating bulleted and numbered lists 176 


creating columns 175 
creating definition lists 177 


creating headings 174 
creating HTML tables 176 
creating hyperlinks 177 
creating new 171 
creating paragraphs 175 
editing 174 
specifying titles 174 
Web Editor 174 
web server, placing a document on 486 
web sites 
changing the visual style 490 
components 490 
copying and pasting 491 
cutting and pasting 491 
deleting components 491 
editing 489 
editing elements 490 
inserting new pages 491 
printing 491 
publishing 492 
selecting a visual style 490 
viewing 491 
web/page templates 488 
which data chart should I use? 331 
width, text outlines 415 
wildcard characters, creating links with 274 
windows chart see also chart windows 
wood fills 407 
WordPerfect 5.1 - 7 Equation Editor 156 
words 
adding to QuickLinks 171 
alternate choices see Thesaurus 
deleting from QuickLinks 171 
finding in documents 51 
World Wide Web (http) files, opening 291 
World Wide Web see Internet 
Wrap Text 220 
wrapping text around objects 420 
wrapping text around shapes 153 
writing tools 475 - 483 


X 


x axis, data charts with 336 
xy charts 
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introduction 336 
tips 336 
using 336 


Y 


y axis, data charts with 336 


l 


zig-zag lines, drawing 400 
zoom 
area 303 
bitmaps 392 
Corel Presentations 303 
options 303 
organization charts 362 
undoing 303 
Zoom 225 
zooming in or out on graphics images 145 
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